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INTRODUCTION

Meaningful communication in federally funded programs exist in many
forms.

One of these forms deals with a formal standardized information

retrieval system as evidenced by continued multi-funding of the Projects

•

in Change and Opportunity (PICO) Program for the fiscal year 1983-84 .
The PICO Program needs to design a meaningful ·information retrieval system to be used by the staff for planning and controlling the organization.
The purpose is to use the information to measure the continued funding
progress of the organization and to report the requirements established
by multi-funding sources.

For example, the PICO Program categorized

program funding directly related to the types of services provided.

The

PICO Program of Youth Services in Santa Cruz County which was under the
Santa Cruz Comm.unity Counseling Center, Inc.

•
•

based organization that provided these services:
1.

County-wide drug prevention,

2.

Treatment, and

3.

Rehabilitation .

The center also works to reduce the three primary symptoms of alienation
among youth:

•
•

•

is a non-profit, community

1.

Drug abuse,

2.

Delinquency and trauancy, and

3.

Education and recreation .

2

In particular the PICO Program provided the following services

•

•

to youth between 12 and 21 years of age:
1.

Vocational Counseling,

2.

Educational Counseling,

3.

Clinical Counseling,

4.

Job Preparation Training,

5.

Recreational_ Alternatives,

6.

Job Placement and Referrals, and

7.

Volunteer and Intern Training.

PICO was a multi-funded source project which consisted of the following
resources for fiscal years 1980, 81, 82, 83~
1.

Santa Cruz County Prime Sponsor Comprehensive
Employment and Training Act, (CETA) under title
IV. Three distinct contracts were awarded PICO;
A.

Youth Employment and. Training Program
(YETP) for 16-21 year old youth, out
of school or underemployed.
Amounts of awards for:
fiscal year 80-81 was
$135,000.00,
2. fiscal year 81-82 was
$ 73,542.00,
3 .. fiscal year 82-83 was
$ .00.
1.

•
B.

Youth Employment and Training Program
(YETP) for mini-services to special
population groups.
Amounts of awards for:
1.

2.
3.

•
•

fiscal year 80-81 was
$ 37,000.00,
fiscal year 81-82 was
$16,000.00,
fiscal year 82-83 was
$ .00 .

•
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C.

•

Youth·· Community Conservation Improvements Program (YCCIP), for 16 - 19
year old youth that are out-of-school
and underemployed.
Amounts of awards for:
1.

•

2.
3.
2.

•

'·

Law Enforcement Administration Agency, (LEAA),
Region M, Office of Criminal Justice Planning,
(OCJP), for youth gang violence reduction, as
primary prevention strategy. Amounts of awards:
1.

...

2.
3.

•.

3.

••• ~!,

-

...

_

1.

4.

•

2.
3.
5.

fiscal year 80-81 was $ ·. 00,
fiscal year 81-82 was $ 15,000.00,
fiscal year 82-83 was $ 12,000.00.

Santa Cruz County Revenue Sharing for vocational and recreational services to hard to
reach youth between 12 and 18 years of age.
Amounts of awards:
1.

2.
3.

•

fiscal year 80-81 was $ 11 .. 000.00,
fiscal year 81-82 was $ 9,000.00,
fiscal year 82-83 was $ .00.

David and Lucile Packard Foundation for vocational counseling, and job placement services
to hard to reach youth between 16 and 21 years
of age. Amounts of awards:
1.

•

fiscal year 80-81 was $ .00,
fiscal year 81-82 was $ 15, ooor; oo,
fiscal year 82-83 was $ 15,000.00.

Senate Assembly Bill 409 Primary Prevention for
drug abusing youth from lower socio-economic
backgrounds that are between the ages of 14-18
years of age .. Amounts of awards:
2.
3.

•

fiscal year 80-81 was
$ 37, 000.00,
fiscal year 81-82 was
$ .00,
fiscal year 82-83 was
$ .00.

fiscal year 80-81 was $ .00,
fiscal year 81-82 was $ .00,
fiscal year 82-83 was $ 12,000.00.

The above represents evidence of multi-fun~ing sources .

To

Illustrate each contract had a unique and specific mission and set of

•

4
goals and objectives with a need to design an information handling

•

system that made retrieval of specific data and facts concerning
particular reporting requirements of each contract.

As required by

funding sources, each had a provision for a written statement of

•
•
•

operations including, but not limited to:
1.

Statistical;

2.

Financial;

3.

Variance .,

4.

Cash advance work sheets;

5.

Other requested reports.

"

Another funding source requirement in each contract provided for
program monitoring.

For example, "Program Monitoring Requirements"

of the CETA contract stated:

•

•

Contractor shall establish and maintain internal
program management procedures for the effective
administration of its contractor programs,
including provisions:
1.

to monitor day-to day operations;

2.

to periodically review the performance
of the program in relation to program·
goals and objectives, and compliance
with the Comprehensive Employment and
Training Act of 1978 the federal CETA
regulations and terms of this contract;
and,
to measure and evaluate the effectiveness
and impact of program results in terms of
participants, program activities and the
community .

3.

•

•
•

Furthermore, a more specific reporting requirement stated that:
When Contractor finds that its program operations do
not meet the requirements of this contract, it shall
develop and seek to improve its overall program
management and effectiveness .

•

5
A similar provision in another contract stated that~·

•
•
•

The Project Director shall submit initial written
progress reports to the Project Coordinator the
ninth week after the effective date of the contract and monthly thereafter during the balance
of the contract period. The report shall include,
but not be limited, to a description of activities performed during the reporting period, a
description of any problems encountered in providing services, any pertinent facts or interim
findings affecting this project, and a statement that the Contractor shall describe what
steps will be taken to assure complicance with
this agreement .
Lastly, the implementation of the PICO Program required a well
defined handling system with a storage device for futuristic retrieval

•

of data to meet the provisions of the contract.
The program manager for the PICO Program observed inaccurate
reporting, non-uniform and undocumented information.

Thus the PICO

Program was detrimentally affected by:
1.

Non-standardized reporting and program accountability;

2•

'
Non-uniform documentation and evaluation of program's

•

progress;
3.

Inefficient program implementation;

4•

Minimized continuity of funding and services to

•

target group.
The general purpose, however, to use this information to measure the

•

continued-funding progress or process of the organization and to report the actual requirements of the multi-funding sources.

The

specific purpose is to formulate a project plan to resolve this

•

•

conflict:

•

6

CONFLICT
Benefits: Why is a formal standardized information retrieval
system necessary for multi-continued funding?

•

Detriments: Why did the PICO Program use an informal, nonstandardized, and non-uniform method of information retrieval to measure and evaluate the progess of the program?
Conflict: Why does the PICO Program use an informal information
retrieval method when a formal-standardized information retrieval
system is necessary for multi-continued funding?

•
NOTE:

In the analysis of the dialectic model below, the constraint

represents an information retrieval system to continue the multi-

•

funding of the PICO Program.

Furthermore, the PICO Program plan is

to develop a formal standardized information retrieval system to be

•

used to provide meaningful information concerning the progress of the
program.

-

By use of this dialectic model the observations were to plan

the strategy the planner developed the model below:
DIALECTIC MODEL
CONSTRAINT

•

•
•

•
•

BENEFITS
Formal
standardized
information
retrieval
system
of
multifunding
sources
_l!ALUL

Maximized continued
(types} of
multi-funding
(extrinsic value)
for the
continuity o'f
intrinsic values
for the
target group

Information
retrieval
system
of
multifunding
sources

I

DETRIMENTS
Informal
non-standardized
information
retrieval
system
of
multifunding
sources

I

DISVALUE
Minimized continued
(types) of
multi-funding
(extrinsic value)
for the
continuity of
intrinsic values
for the
target group
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Essential Variables
From the dialectical model, the following essential variables and
exclusive attributes were extracted.

NOTE: The attributes were judged

beneficial or detrimental through the perspective of the project
planner as it pertained to the target group of the project plan.

For

a much further examination concerning the grouped activities of each
attribute see Appendix A, "Essential Variables, Attributes and
Activities."
BENEFICIAL ATTRIBUTES
Formal

Standardized

Uniform
Documentation

Efficient

Maximized
Continuity

VARIABLES
Formality of
Documentation
of Information
Retrieval System
Standardization
of Reporting
Requirements
· . and
Program
or
Process
Accountability
Uniformity of
Documentation in
Measurement
and
Evaluation
of
Program's Progress
Efficiency of
Program Implementation

Continuity of
Sources and
Services to
Target Group

DETRIMENTAL ATTRIBUTES
Informal

Non-Standardized

Non-Uniform
Documentation

Inefficient

Minimized
Continuity

•
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In the preceding analysis, there is a dialectical relationship

•
•

•
•
•

•

between the essential elements of the dialectical model and essential
variables to generate the following organizing principles:
1.

Informal documentation of information retrieval system
is a means for non-standardized reporting requirements
and program or process accountability.

2.

Non-standardized reporting requirements and program or
process accountability is a means for non-uniform documentation in measurement and evaluation of program's
progress .

3.

Non-uniform documentation in measurement and evaluation
of program's progress is a means for inefficient program
implementation.

4.

Inefficient program implementati9n is a means for minimized continuity of sources and services to target group.

5.

Formal documentation of information retrieval system is
a means for standardized reporting requirements and program or process accountability .

6.

Standardized reporting requirements and program or process accountability is a means for uniform documentation
in measurement and evaluation of program's progress.

7.

Uniform documentation in measurement and evaluation of
program's progress is a means for efficient program
implementation.

8.

Efficient program implementation is a means for maximimized continuity of sources and services to target group .

•
•

Problem
Statement of the Problem
The problem of this project was to develop a plan for the PICO ·
Program which used a formal standardized information retrieval system

•

•

that could maximize continued frmding to increase program resources for
the fiscal year 1983-84.

In this manner, the new information retrieval

•
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plan could be applied to the PICO Program as a repetitive factor.

•

The proposed information system could also be used to research
specific conditions in the environment, such as, community needs
or services which will match with an array of similar funding sources.

•

The proposed information system does not address this application,
however, with additional changes, the system could be adapted to
include an information retrieval research system.

•
•

The planning system below was used to generate the major subsystems
by emphasizing these components:
1.

Workbreakdown structure;

2.

Work flow;

3.

Time estimation;

4.

Schedule and resource allocation;

5.

Cost and budget estimation.

,

•·

Purpose of the Project

•

The purpose of the project was to develop a ·plan concerning a
standardized information retrieval system to be used by the PICO
Program.

•

The purpose was to provide meaningful information for

measuring and evaluating program effectiveness systematically as
part of the reporting requirements established by each funding source.
The value was to maximize continued funding.

•

Consequently, the

information could serve as a means to implement a program to assure
program or process accountability by the measurement of program
performance, processes in organization, and increase program infor-

•

•

mational resources which could be used by the staff to determine the
current state-of-affairs at minimal cost .

•

10

Importance of the Project

•

The importance was to maximize continued multi-funding of the
PICO Program for the fiscal year 1983-84 by using a formal standardized information retrieval system:

•

1.

that could benefit the program manager in making
managerial decisions for the program relative to
budgeting, planning, organizing, directing, and

.

e

controlling;
2.

that could enhance the program's knowledge base to
measuring the progress of the organization in effi-

•

ciently meeting its goals and objectives;
3.

that could improve the user's behavior at a minimum
cost of gaining the information for reporting, or

•

documentation of effectiveness of the program;
4.

that staff could use to conduct an information search
in retrieving data articulating specific conditions in

•

the environment.
The timeliness of the information could allow for strategic planning
in meeting the goals and objectives of each contract as required by
specific funding source.
DELIMITATIONS OF PROJECT

•
•

•

1.

This project was limited to a developed plan to formulate
and standardize information retrieval for the PICO
Program only.

2.

The project plan was limited to a manually operated
information system designed in accordance with information requirements of the particular funding source
contract .

•
3.

The project dealt with the development of a planning
subsystem for a formal standardized information retrieval system which did not address itself.to the
specific forms and means of data collection, documentation or storage.

4.

The target group of the project emphasized information
retrieval for the PICO staff. The actual design of the
information system would be determined by the PICO staff
and approved by funding sources.

5.

The project plan will be conducted at the PICO Program,
Watsonville, California, during the period of
Ocotober 1, 1983 to January 15, 1984•

•
•

•

Definition of Terms

•

Community Based Organization (CBO) .
Under federal regulation (1979, sec. 675.4) CBO denoted a private

•

---non-profit organization representative of the community or a particu..:::;:,:,
lar significant segment of that community which provided employmerit
and training services or activities.

I

•

Community denoted a combination of social units and system to
perform the major social functions having locality relevance.

In

other words community meant the organization of social activities to

•

afford people daily local access to those broad areas of activity
which are necessary ip day-to-day living.
of community include:

•

1. Production;
2. Distribution;
3. Consumption of goods and services;

•

4. Social control;
5. Education,

•

Furthermore, the functions

•
•
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6.

Employment;

7.

Recreation;

8.

Mental and physical health.

Consequently, the deliberate practices of community organizations are

•

to influence the ties that bind individuals into small groups, which
related two or more groups and connects two or more formal organizations.
Operatfonally speaking, CBO, was the Santa Cruz Community '

•

Counseling Center, Inc., Youth Services' Projects in Change and Opportunity Program.

The PICO Program's primary funding source in 1980-81-82

was CETA which characterized the design of the program.

•

Even though

the program received funding from other sources, i.e., drug abuse prevention and gang violence reduction the program; nevertheless, employment and training services were the core of the activities performed

•

that helped to determine the design of the program._ In fiscal year
1982-83, the program had discontinued its employment and training services due to lost of funding; however, the program continued with the

•

additional support services it received funding for which were once
provided to CETA trainees of the program. PICO was one of five com- ponents under the Youth Services Program in Santa Cruz County .

•
Comprehensive Employment and Training Act (CETA)

•

Under federal regulation (1979, sec. 675.4) CETA denoted the
Comprehensive Employment and Training Act of 1973.

Moreover, the

purpose of the Act (1979, sec. 675.1 (a)) was:

•
•

1.

To provide training and employment opportunities to
increase the earned income of economically disadvantaged, unemployed persons;

•
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2.

To establish a flexible, coordinated and decentralized system of federal, ·state, and local programs so
that services will lead to maximum employment opportunities and enhance self-sufficiency;

3.

To·provide for the coordination, under CETA with other
employment and training related and social service programs, economic development, community development,
and activities, such as, vocational education, vocational rehabilitation, public assistance, self-employment training, and social-service programs.

•
•
NOTE:

•

CETA was the program of comprehensive manpower services admin-

istered by the prime sponsor of Santa Cruz County Comprehensive
Employment and Training Act of 1973.
Operationally speaking, CETA was the primary funding source of the

•

PICO Program for 1980 - 81 - 82.

PICO was the only CETA contractor

handling title IV programs for out-of-school youth in the county of
Santa Cruz.

1.

In the fiscal year, 1982-83 the program was funded by

snall grants for special projects, formerly support services augmenting

I

the CETA youth training program .

•

Contract Compliance
Contract under federal regulations (1979, sec. 675. 4) denoted

•

the procurement instrument by the department, a recipient pay for property, services, supplies, materials or equipment.
Contract Compliance denoted an agreement between two or more

•

persons, en£orceable by law and by which rights are acquired by one or
more parties to certain acts of forbearance from acts on the part of
others. (Campbell, 1979)

•

A contract may be written, oral, or implied.

A written contract, however, cannot be changed or contradicted by oral
evidence.

The legal elements necessary to make a contract binding are:

I

•
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1) offer and acceptance; 2) consideration, if required by law;

•

3) capacity of the engaging parties to contract; 4) legality of
purposes; 5) reality of consent; and 6) the form required by law.
Lastly, Contract Compliance

•

formulate a hypothesis for the project plan .
NOTE:

Contract Compliance hereafter will be referred to as Pro-

gram Accountability.

•

represented an essential variaol,e to

In reviewing the literature t]le project

planner determined Program Accountability to be the term which
denoted contract compliance as defined in this project.
Operationally speaking, Contract Compliance

•

was to act in

accordance with the terms to fulfill effectively contractual obligations set forth in the CETA Youth Employment and Demonstration
Project Att (YEDPA) for 1978, Public law 95-33 (Title IV - sub-

•
•
•

part A and B):
1.

Achievement of 85% placement goal;

2.

Maintenance of full enrollment;

3.

Work experinece training;

4.

Recordkeeping and reporting

5.

Community improvement projects

6.

Training support services, Ci. e., child care).

Furthermore, within the PICO Program a contract could consist of;

•

1.

Notice or contract for services;
2.

•
•

Formaldocuments under seal, e.g. Personnel Action

An

informal document in writing but not under seal,

e.g., client employability plan or activity performance
for.m;

•
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3.

A note or check in writing, e.g., payroll ledgers or
mileage reimbursement, payroll, and personal reimburse-

•

ment checks.
4.

Agreement made by word of mouth, e.g., instructions to
complete a task .

•

Continued Funding

•

Continued funding denoted the grant allotment as the total amount
of funds planned at any given time to be granted to a prime sponsor or
recipient for any fiscal year Title IV of CETA.

•
•

involved this process:
1.

Request for Qualification; a rating of the agencies
fundability capacity based on a criteria of perfor~
mance, past and present, priority status for future
funding strategies, youth versus seniors, and fiscal
responsibility, track record .

2.

Request for Proposal; the submission of a proposal for
funding for a specific target population which meets
the pruposes of the funding source. The proposal will
be evaluated in the following areas:

•

•
•

Continued funding

a.

cost per unit of service;

b.

logicalness of the proposed concept;

c.

program value in meeting the local, state,
national aims or goals of the current
administration;

d.

significance of the idea in futuristic
context .

Consequently, Continued funding represented an essential variable in
formulating a hypothesis for the project plan.
Operationally speaking, Continued Funding, denoted the annual

•

allocation of resources the PICO Program received for fiscal year
1983-84.

•

The allocation of resources was based on program-demon-

•
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strated effectiveness for the previous fiscal year.

•

Allocations

were also based on an analysis of proposed budgets in terms of
total cost, unit cost, cost structure, level and nature of com-,
mitment of other local resources to the program, including the

•

degree to which the program could be integrated with existing

•

Formal Standardized Information Retrieval System

local programs or other funding sources.

Formal denoted a system of rules and regulations established
either in writing, graphically or physical means that governed

•

official decisions and actions .
Standardized denoted the use of uniform practices and common
techniques, which provided a· basis for assessment of performance

•

in terms of both quality and quantity .
Information denoted data or facts documented and stored about
the performance or progress of the organization used for reporting

•

to funding sources or for studying patterns in the organization .
Such patterns could include: 1) communication processes, 2) decisionmaking strategies, 3) organizational structure, and 4) information

•

utilization.
Retrieval denoted the method recovering specific information
from organized, accessible files, (storage) .

•

System denoted a group of interrelated or interacting elements
to seek the attainment of a common goal by accepting inputs and producing outputs in an organized process.

•

of methods, procedures, or techniques united by regulated interaction to form an organized whole.

•

The system is an assemble

In addition, it is an organized

•
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collection of people, machines, equipment, and methods required

•

to accomplish a set of specific functions.

denoted the information ·environment of the Youth Services' PICO
Program.

•

In this plan, system

The environment included elements and/or forces both

external and internal to the program.

PICO's environmental sys-

tem required that the program manager have the right kind of information available necessary for making the managerial decisions, for

•

planning and administering the services.

Consequently, PICO's

program manager handled the~information environment to ··the extent
that it provided him with complete, reliable, and up-to-date in-

•

formation about the functioning of the system, and the services and
equipment needed to provide services to participants and system
users .

•

Information Retrieval
Informatin Retrieval denoted an ongoing, complex, interactive
process of documentation, collection, indexing, and storage of
specific, select, accurate and valid data or facts defining the
performance of an organiz.ation in terms of contractual obligation

•
•

obtained at a later time upon user's request.
main

These were three

types 0£ information:
1.

Current awareness, (State-of-affairs);

2.

Everyday information;

3.

ExhaustiYe survey.

This information for fulfilling these specific requirements included:

'•
•

1.

Documentation referred to written description of the
information system, its purpose, its parts, and how
its-manner of operation, often referred to as
Standard Operating Procedures .

•
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2.

Collection referred to the gathering of data and
information from the environment as established
by the procedures manual of program or more generally referred to as program management and record management systems.

3.

Index referred to a record giving some descriptive
information about another record or document and
information about its location which involved one
person being able to read a document and analyze
it from the view point of others, such as, standardized taxonomy of terms used by local, state,
and possibly federal government.

4•

Storage referred to any device into which units or
words of information, i,e., a collection of documentary information and matching index can be copied
which will hold information and from which the
information can be obtained at a later time.

•
•

•
•

Information Retrieval System under federal regulation (1979,
sec. 676.22 (a) (c) (d)) denoted the establishment of program
management systems, for example:

•

1.

All recipients shall establish management systems
to assess programs and recipients shall take necessary corrective action to remedy deficiency performance under their grant to plan for more effective
p~ograms;

•

2.

All recipients shall establish and maintain financial
management and participant tracking systems in accordance with sec. 676.34. Such systems shall be designed
to enable the recipient to effectively manage his program and to provide information necessary to design
program activities and deliver mechanisms best suited
to resolve employment and training problems
(sec. 104 (c) (3)).

3.

a quarterly basis, each recipient shall establish
and use procedures for the systematic assessment of
program performance in relation to the goals contained in its grant. Recipient shall~

•

I.
•
•

On

a.

establish written quantified goals for each
activity and service and for each subrecipient based on the specific program purposes
0£ the service, activity or subgrant;

b.

establish and use procedures for collecting
performance information (including information on the status of individual subsequent

I

•
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to entering unsubsidized employment) and
for assessing such information in terms
of goals contained in its grant;

•
•

•

c.

4.

estblish and use procedures for identifying
performance problems and for developing and
implementing appropriate remedial actions
(sec. 103 (4) (A)) .

Recipients shall establish and use procedures whereby the
information collected and assessments conducted shall
consider in subsequent programs planning and in the
selection of deliverers. Prime sponsors shall provide
program assessments to their planning and as appropriate,
to their Youth and Private Industry Councils .

NOTE: The above selection of regulations will serve as goals of the
proposed information retrieval system for the PICO Program.

•

Operationally speaking, Formal Standardized Information Retrieval
System was the PICO Program's information management system by implementation of the project plan and use of a written policy document for

•

the comprehensive, consistent and efficient communication of information
and conditions to be fulfilled.
· 1.

e

•

This document measured:

Program implementation;

2.

Program or process accountability;

3.

Uniformity of program documentation;

4.

Maximization of continued multi-funding.

Moreover, this policy document established procedures to improve planning and controlling the organization by explicitly outliffing arid
obtaining this information:

•
•
•

1.

Measure the impact of decisions to, either, .before
or after they are made;

2.

Measure the environment to either control or forcast
the effect of changing external circumstances;

3.

Reach in an appropriate time frame to the environment
enable program management ample opportunity to
learn of the development of potential trouble areas
in time to take action .

LO

•
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Furthermore, a Formal Standardized Infor.mation Retrieval System

•
•

represented an essential variable to formulate a hypothesis for the
project plan.

Program Demonstrated Effectiveness
Program denoted a series of actions proposed to achieve a
certain result and to include an ordered set of manual instructions

•

to be performed in a particular process .
Program
Program Documentation denoted a process

•

•
•

throughout all of the various stages in developing a program.
program manual in.eluded, (O'Brien, 1975, p. 177):
1.

The program specifications that describes what
the program is supposed to do,

2.

The program description which consists of input/
output and storage layout sheets, program flowcharts, decision tables, object listing, and a
narrative description of what the program does .

3.

The verification documentation which includes
listing of test data and results, and other
test documents.

4.

The operations documentation which consists of
operating instructions which describe the actions
required of the operator during the processing
of the program.

5.

The maintenance documentation which is a detailed
description of all changes made to the program
after it was accepted as an operation "production
program" and used to perform the data processing
job for which it was designed .

•
•
•

•

that shall occur
A
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Program Capacity denoted the ability to manage social learning as

•

a form of solving social problems through the use of public and private
resources.

In addition, capacity

den:Oted the ability to integrate

human services based on the matrix of the division or sharing of

•

organizational authority between two or more chains of command termed
'

network capacity.

According to Honatlle, (1981, p. 577) capacity is

defined as the ability:

•

•
•

1.

to anticipate and influence change;

2.

to make informed, intelligent decisions
about policy;

3.

to develop program to implement policy;

4.

to attract and absorb resources;

5.

to manage resources;

6.

to ··evaluate current activities to guide
future action.

Honadle further elaborates on this Capacity Building Framework in his

•

Diagram below .
NOTE:

The model below could be adopted for the development of an

information retrieval system which could enhance the fundability of

•

the PICO Program and provide a systematic process for decision making
and policy making for the component in the allocation of funding.
Furthermore, this capacity building framework could function as a

•

strategic planning tool for ~anaging and controlling the organization,
The steps in the framework could become a repetitive factor through the
employment of established measurement procedures for evaluation of pro-

•

•

gram activities .

•
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A Capacity-Building Framework

•
•

MA.KE POLICY
Formulate Policy
Based on Best
Available
Knowledge

DEVELOP PROGRAMS
Devise Program to
Implement Policies

f

ATTRACT RESOURCES
Recruitment and
Selection of Personnel Taxing and
Grantsmanship

'

•

•

,.
ANTIC PATE CHANGE
Anticipate Demographic,
Economic, and Political
<;:han2es
j

ABSORB RESOURCES
Processing of New
Employees Buying
Supplies and
Equipment

'

EVALUATE ACTIVITIES

•

WHAT
The Organization is Doing
l

~.

~

How Well It is Doing it
Current Level· of Activity I<

•
•

•
•
•

I
I
I
I
I

I
I
I

1

MANAGE RESOURCES
Budgeting and
Financial . _.~--Management
Labor Relations
Record Keeping

Applying Lessons-~E_------------Accumulate Experience
to Future Activities
According to Honadle, (1981, p. 578), there are four key elements to
capacity building~

1.

Definittton characteristics which include the defintion
of capacity above .

2.

Administrative practices which include numerous administrative rountines, programs, or procedures necessary to
implement the activities comprising capacity.

3.

Institutions which include the institutionalizing or
embodying strength in the organization such as community's needs, legal mandates, and access to resources .

•
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4.

Organizational requirements which include standards
of adequacy or measure of demand for capacity.
These organizational capacity requirements are:

•

a.

the ability to forge effective links
with other organizations;
_
the processes for solving problems;
the coordination among disparate functions;
the mechanism for institutional learning.

b.
c.
d.

•

Operationally speaking, Program Capacity, denoted constraints
Ii

I,

which the program faced from one fiscal year to another based on the

•

program's ability to attract resources and continue to provide
quality services.

The survival of the program was questionable

from year to year due to policy changes in the resource priority

•

allocation processes and cutbacks in the available funds.

Program

capacity also denoted the number of paid staff relative to the number
of clients to be served .

•

NOTE:

The PICO Program faced critical budgetary cutback for fiscal

year 1982-83.

•

The reduction in services made the survival of the

program tenuous .

Program Demonstrated Effectiveness

•

,.

Program Demonstrated Effectiveness under federal regulations
(1979, sec. 676.5), denoted a program which demonstrated the capacity
to achieve planned goals at a reasonable cost within acceptable time
frames: 1) where a program demonstrated to the prime sponsor effectiveness in performing within the jurisdiction of the prime sponsor,
or 2) a similar program, as proposed to prime sponsor, was carried

•

out effectively under similar circumstances to include target group,
demographic and geopgraphic make up of community.

Furthermore, a

program implemented within the prime sponsor's jurisdiction must

•

•
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demonstrate capacity to achieve the same results or applicant must

•

demonstrate a "track-record" a history of success in implementing
a similar program.
Operationally speaking, Program Documentation and Demonstrated

•

Effectiveness denoted the capacity to record the successful implementation of the PICO Program.

Moreover, the program was contractually

required to achieve 80% or better positive termination rate of parti-

•

cipants placed upon completion of the program.

the 80% mimimum was the standard base which delineated the legitimacy
and credibility of the PICO Program.

•

The achievement of

Morespec.ifically, the success-

full documentation of the PICO Program's progress depended on the
degree of effectiveness staff documented services provided to each
participant in the program.

•

In addition, the success of the PICO

Program, furthe:r:depended on a sincere motivated commitment on part
of the staff to practice documentation of the services provided beyond those required by contract but were determined as important and

•

needed for the clients benefit in order that they be afforded an
opportunity to participate in a positive manner in society.

•

on record keeping as to the quality of services versus quantity of
services to the public and participants was a central factor in the
program's effectiveness.

•

•

'.

Emphasis

In the most general sense, each of these

elements was coordinated to meet the goals and objectives of the
organization effectively .

•
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Program Evaluation

•

Program Evaluation denoted the determination of operations and
effects of specified program-relative to its objectives to contribute to the decision-making surrounding the program.

•

Evaluation,

'is an activity to attempt and to provide the manager with valid data
on the consequences of his actions, to provide information and
resources used for the the modification of programs to increase the

•

chances of realizing both short and long rang~ objectives.

Thus,

evaluation is a part of the process of bringing about organizational

•

change.

The system for attaching values to facts is, fundamentally,

a political one, an inherent aspect of any program evaluation
environment.

•

Operationally speaking, Program Evaluation denoted the process
of measuring the PICO Program's impact in meeting its goals and
objectives.

•
•

services, values~ turnover,_ productivity, budgeting allocations, etc .
of the PICO Program.

•

The evaluation process included:

1.

A model of the program design and how it intends
to accomplish specific goals and objectives .

2.

Measures that are built into the routines of
program procedures and methods for completing
particular processes.

3.

Measures which ar~ oriented toward behavior of
staff and funding source requirements as they
relate to services.

4.

Review and analysis of program records and documents.

5.

Subjective and objective strategies used to collect
information ·and/or data .

•

•

Such measures deal with the attitudes, work behaviors,

,..

•
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•

6.

The use of written objectives in terms of how
to effectvely communicate the program's input
and output variables .

7.

The systematic effort of documenting information and observations of the program, procedures, and monitoring components of the
organization.

The annual evaluation of the program was conducted by the funding
The CETA Prime Sponsor Internal Monitoring Unit would an-

source.

•

•

nually review the PICO Program for the criteria below:
1.

Program financial records.

2.

Administrative overview.

3.

Programmatic overview •

These review included interviews, file examinati~n, client's assessment of the program, performance reports provided to funding source

•

on a monthly, and quarterly basis, and other significant information
which articulated the effectiveness of the Program.
NOTE:

•

The program narrative of the Annual Assessment Report produced by

the CETA IMU Analyst for fiscal year 1981 and 1982 demonstrate the
methods and procedurs used for monitoring the PICO Program.

See

appendix B, titled, "Santa Cruz County CETA Assessment Report" .

•

Program Implementation
Program Implementation denoted the planning and/or setting in
motion of an idea, schedule, method or proposal, into actual practice
using the technical and human resources available to the organization.
Program

•

therefore, denotes resource-consuming activities through

which. strategies are persued to achieve objectives.

Through the

•
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reallocation of resources, strategic decision making occurs to

•

maximize the use of resources to demonstrate accountability and
program effectiveness for gaining future funding.
Operationally speaking, Program Implementation denoted specific

•

established procedures aimed at achieving program goals.

the systematic operation of the program required establishment of
procedures consistent to

.

•

For example

meeting the goals and objectives of the

PICO Program as defined by CETA federal regulations.

NOTE:

definition of Information Retrieval System in this chapter.

See
These

written procedures are required by the CETA Prime Sponsor of its contr-

•

actor that could be one subsystem of the information planning system
for the program or they could serve as guidelines for measuring
the program's progress in meeting its goals and objectives.

•
•

Furthermore, Program Implementation represented an essential variable
to formulate a hypothesis for the project plan .

Program Participant Characteristics
Participant Characteristic denoted different types of demo~
graphic data about the clients served by the Program;

•

•
•

1.

Sex;

2.

Age Group;

3.

Race/Ethnic Group;

4.

Priority Group;

5.

Educational Status;

6.

Language Facility;

7.

Service Plan;

8.

Special Characteristics, i.e.,
drop-out, single parent.

•
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Lastly, Participant denoted the recipient of services proyided by

•

the PICO Program staff to a target group with a strongly held common
interest defined precisely in terms of needs, e.g., high school
drop-outs, that might be gang identified and single parents; could

•

•

constitute a special population of need.

.

This population or cate-

gorical service group would require a host of services:
1.

Vocational/Educational Counseling.

2.

Job Readiness Training and Placement Service .

3.

Other Support Services, i.e., child care and
transportation .

•

Program Placement of Participant
Placement of Participant under federal regulations

•

(_1979 ,..

94.4mm)

sec.

-·._.;'-

denoted the hiring of an individual who was certified::.as~:::

eligible to participate in CETA Employment Training Programs1by the
prime sponsor and was referred by the prime sponsor or one of its

•

contractors, upon completion of the training program, into unsubsidized employment.

Placement, denoted that an employer would hire

th.e :re£e.r.red participant for a job that was not subsidized by

•

£ederal funds. Placement also required that the prime sponsor or
cot:ractor complete all 0£ these activities to appropriately document a placement:

•

•
•

1.

Make prior arrangements with the employer
£ or an individual (.s) ;

2.

Refer an individual who had not been
specifically designated by the employer;

•
•
•
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3.

Verify from a relative source, preferably
the employer, that the individual had
entered on the job;

4.

Record the transaction on an employer as CETA
required for the documentation of placement.

Operationally speaking, Placement of Participant denoted a
client leaving the PICO Program under the federal regulation of CETA
Title IV work experience programs to enter full-time, non-CETA or

•

federally funded -- unsubsidized employment in the public or private
sectors.

The documentation of such activity was recorded as a posi-

tive termination.

•

An attachment submitted to the prime sponsor by

the contractor documenting the placement included this information:
1.

Name and address of employer;

2.

Name and title of supervisor;

3.

Name and title of position participant
obtained;

4.

Wage earning;

5.

Length of employment contract.

•

Participants who returned to school or entered other training programs were recorded as other positive termination.

NOTE~

Classi-

fication Termination denoted participants who left the program and

•

who did not find employment, enter school, or enter other training
programs.

•

The latter was recorded as negative termination .

Program Records
Records under federal regulations (1979, sec. 676.35 (_a))

•
•

denoted all records, reports. documents and files required under

•
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these regulations as the responsibility of the recipient.

•

tention of and access to those records, repor1:s, documents and
files shall be as provided for under 41 CPR 29-70,203, titled
"Retention of and Custodial Requirements for Records,"

•

Re-

(sec .

133 (1) (1)).

Operationally speaking, records denoted those documents maintained relative to the information requirements of the funding

•

sources.

Such records could include but not be limited to these

documents:
1.

Records of each participant's participation in
the CETA Title IV program, including dates of
entry and termination of each activity.

2.

Financial records relating to CETA Title IV
programs and records of the names, addresses,
positions and salaries of all persons employed
in a work experience training program .

3.

Other written documents, i.e., office memos,
planning meeting minutes, procedures manuals, etc.

•

•
•
•
•

Furthermore, Gill, (1981, p.19), stated the sequence of events
that take place in a manual operated system of recordkeeping.
1.

To prepare a flow chart and analyze a routine;

2.

To determine whether the rountine is accomplishing
the purpose for which it was intended with a minimum of effort and time.

3.

To study each detail of the task, and determine if
there isduplication or wasted effort, that needs to
be streamlined down to essential steps only. If
changes are made then draw a new flow chart describing
the correct method.

Gill's example above could be a method incorporated in the proposed

•
•

information retrieval system for measuring efficiency of office layout for equipment or processing of records.

Gill further demon-

•
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strated

•

how a flow chart could define the record keeping process,

for the PICO Program in deciding whether to add, or discard, a
record:

•
•
•

In Gill's flowchart an oval represents both the starting and ending
steps of the routines.
tangle.

•

Processing steps are represented by a rec-

Connector symbols are small circles.

The decision step is

represented by a diamond .

Program Reporting Requirements

•

Report denoted an essential means 0£ communication and documentation to provide management with infor111ation by which to base its
decision or action.

•

Moreover~ a report

is a communication from some-

one who has information to someone else who wants to use that information.

The report may be an elaborately form document, a letter,

or a memorandum .

•

Reporting Requirements denoted under federal regulations (sec.
676.44) stated that each prime sponsor shall submit five periodic reports which will be used by the Secretary to assess its performance

•
•

in carrying out the objectives of the Act.

Reports 1,2 and 3 of this

•
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section shall be prepared to coincide with the ending dates of

•

Federal fiscal year quarters. These are the five reports:
1.
2.
3.

•

4.
5.

The Program Status Summary (sec. 127 (d) (1));
The Financial Status Report (sec. 127 (.d)(3)J;
The Quarterly Summary of Participants
Characteristics (sec. 127 (d) (.2));
Annual CETA Program Activity Summary (.sec. 127 (d));
Annual Report of Detailed Characteristics
(sec. 127 (d)) .

Operationally spea~fng, Reporting Requirements denoted the docu-

•

ment produced and submitted to funding sources which included information requirements esblished by the funding source.

Such infor-

mation submitted to funding sources included performance related

•
•

•
•
•

•
•

data, client characteristic data, financial data, and enrollment
data .

•
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ANALYTICAL DEFINITIONS

•

The following functional propositions were used to symbolize
the relationship between functions of project terms.

The key for

translating analytical statements into symbols was:

•
•
•
•
•

•

1.

F =

Function

2.

R =

Related

3.

IDIRS

=

Informal Documentation of Information
Retrieval System

4.

NSRRPPA

=

Non-Standardized Reporting Requirements
and Program or Process Accountability

5.

NUDMEPP

=

Non-Uniform Documentation in Measurement
and Evaluation of Program's Progress

6.

IEPI

=

Inef£icient Program Implementation

7.

MICSSTG

=

Minimized Continuity of Sources and
Services to Target Group

8•

FDIRS

=

Formal Documentation of Information
Retrieval System

9.

SRRPPA

=

Standardized Reporting Requirements
and Program or Process Accountability

10.

UDMEPP

=

Uniform Documentation in Measurement
and Evaluation of Program's Progress

11.

EPI

=

Efficient Program Implementation

12.

MACSSTG

=

Maximized Continuity of Sources and
Services to Target Group

Analytical Statement

•

The function of informal documentation of information retrieval
is related to the function of non-standardized reporting requirements
and program or process accountability.
Analytical Formula:

•
•

F (.IDIRS) RF (NSRRPPA) or IDIRS FR NSRRPPA F

•
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Analytical Statement

•

The function of non-standardized reporting requirements and
Program or Process Accountability is related to the function of
non-uniform documentation in measurement and evaluation of program's
progress.
Analytical Formula:

•
•

F (NSRRPPA) RF (NUDMEPP)

= NSRRPPA FR NUDMEPP F

Analytical Statement
The function of non-uniform documentation measurement and
evalution of program's progress is related to the function of
inefficient program implementation.
Analytical Formula:
F (NUDMEPP) RF (IEPI)

•

NUDMEPP FR IEPI F

=

Analytical Statement
The function of Inefficient program implementation is related
to the function of minimized continuity of sources and services to
target group.

I•

Analytical Formula;
F (IEPI) RF (MICSSTG)

IEPI FR MICSSTG F

=

Analytical Statement

•

•

The function of formal documentation of information retrieval
system is related to the function of standardized reporting requirements and program or process accountability.
Analytical Formula:
F (FDIRS) RF (SRRPPA)

FDIRS FR SRRPPA F

=

Analytical Statement

•

The function of standardized reporting requirements and program
or process accountability is related to the function of uniform
documentation in measurement and evaluation of program's progress.
Analytical Formula:

•
•

F (SRRPPA) r F (UDMEPP)

=

SRRPPA FR UDMEPP F

•
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1

•

Analytical Statement
The function of uniform documentation in measurement and evaluation of program's progress is related to the function of efficient
program implementation.
Analytical Formula:

•

•
•

F (UDMEPP) R F(EPI)

=

UDMEPP FR EPI F

Analytical Statement
The function of efficient program implementation is related to
the function of maximized continuity of sources and services to
target group.

RESEARCH QUESTIONS
From the analytical statements the following research questions
were formulated~

•

1.

What is the relationship between informal documentation of
information retrieval and non-standardized reporting requirements and program or process accountability.

2.

What is the relationship between non-standardized reporting
requirements and program or process accountability and
non-uniform documentation in measurement and evaluation of
program's progess.

3.

What is the relationship between non-uniform documentation
in measurement and evaluation of program's progress and
inefficient program implementation .

4.

What is the relationship between inefficient program implementation and minimized continuity of sources and services
target group.

5.

What is the relationship between formal documentation of
information retrieval system and standardized reporting
requirements and program or process accountability.

6.

What is the relationship between standardized reporting
requirements and program or process accountabilit and
uniform documentation in measurement and evaluation of
program's progess .

•
•
•
•
•

•
•

36
7.

What is the relationship between uniform documentation
in measurement and evaluation of program's progress and
efficient program implementation .

8.

What is the relationship between efficient program implementation and maximized continuity of sources and services
to target grou~ .

•
'

.

- HYPOTHESES
From the research questions, the project planner further fo,cused
by deciding to formulate the hypotheses that follow:
1.

There is a significant functional relational difference
between the grouped beneficial and detrimental milestone
events, task events and their accompanying activities which
represent the following variables: 1. information retrieval
and 2. reporting requirements and program or process accoun~ability, and their mutually exclusive at~ributes which are:
1. formal documentation of information retrieval system/
standardized reporting requirements and program or process
accountability versus 2. informal information retrieval
system/non-standardized reporting requirements and program
or process accountability as measured by an increase of
10% in positive placement rate from 80% to a 90% rate which
is 5% greater than the 85% rate established by the prime
sponsor as a standard for its contractors and the maintenance of the continued funding level of $39,000.00 for
fiscal year 1983-84, to ensure quality services are delivered to the target group.

2.

There is a significant relational difference oetween the
grouped beneficial and detrimental milestone events, task
events and their ..accompanying activities which represent
the following variables: 1. reporting requirements, and
2. documentation in measurement and evaluation of program's
progress, and their mutually exclusive attributes which
are: 1. Standardized reporting requirements and program
or process accountability/Uniform documentation in meas~rement and evaluation of program~s progress Yersus 2. Nonstandardized reporting requirements and program or process
accountability/Non-uniform documentation in measurement
and evaluation of program's progress as measured by an
increase of 10% in positive placement rate from 80% to a
90% rate which is 5% greater than the 85% rate established
by the prime sponsor for its contractors and the maintenance of the continued funding level at $39,000.00 for
fiscal year 1983-84, to ensure quality services are delivered to the target group .

•
•

•
•
•
•

•
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t,

3.

There is a significant functional relational difference
between the grouped beneficial and detrimental milestone
events, task events and their accompanya~g activities
which represent the following variables: documentation
in measurement and evaluation of program's progress, and
2. efficient program implementation, and their mutually
exclusive attributes which are: !.Uniform documentation and
measurement and evaluation of program's progress/efficient program implementation versus 2. Non-uniform documentation and measurement and evaluation of program's
progress/inefficient program implementation as measured
by an increase of 10% in positive placement rate from 80%
to a 90% rate which 5% greater than the 85% rate established by the prime sponsor for its contractors and
maintenance of the continued funding level of $39,000.00
for fiscal year 1983-84, to ensure quality services are
delivered to the target group.

4.

There is a si:Pl.gnificant relational difference between the
grouped beneficial and detrimental milestone events, task
events and their accompanying activities which represent
the following variables: 1. program implementation, and
2. Continuity,of: sources and services to target group,
and their mutually exclusive attributes which are:
1. Efficient program implementation/Maximized continuity
of sources and services to target group versus 2. Minimized continuity of sources and services to target group,
as 'measured by an increase of 10% in positive ~lacement
rate from 80% to a 90% rate which is 5% greater than the
85% rate established by the prime sponsor as a standard
for its contractors and the maintenance of the coninued
funding level of $39,000.00 for fiscal year 1983-84, to
ensure quality services are delivered to the target group.

•
Chapter II

•
•

REVIEW OF LITERATURE .

In reviewing the literature concering the project plan, the planner
emphasized essential variables and attributes to compose hypotheses.

•

The following review of literature consisted of information retrieval
systems relative to community based organizations.

The purpose of the

information retrieval system depends upon these goals:

•

1.

To create uniformity of documenation of the information
base of the organization for reporting to funding sources
as required by contract.

•

2.

the orgap,ization, i.e., Youth Services P.I.C.O. Program.
3.

To measure the efficiency of the P.I.C.O_. Program in meeting
its goals and objectives and to improve the decision making

•

for the organization.
4.

•

To use the information retrieval system to plan and control

To ensure the continued funding of the organization for
fiscal year 1983-84 at the program's maximum potential and
to ensure the target group is serviced in a quality controlled
manner.

•

These goals serve intrinsically as a generic model to formalize, standardization, documentation, retrieval of information, and program evaluation.
Moreover, these goals used by a community based organization could facili-

•

tate problem solving strategies and program planning.

generic model, m~st take into consideration the unique needs of the
specific environment.

•

The use of the

Another intrinsic goal of the project would be
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the development of a resource data bank on multiple funding sources
which finance projects such as Youth Services' P.I.C.O. Program.
The variables reviewed in this chapter examined are listed
below:
1.

Formal Standardized Information Retrieval System.

2.

Program Accountability and Information Requirements.

3.

System Developme~t and Program Implementation Strategies.

4.

Maximized Continued funding for Community Based Organizations.

The planner sequenced these variables chronologically.

For example,

the organization must first define an information system, i.e., an
information retrieval system in this case to be implemented according
to a set of established standards.

Then these standards are evaluated

to determine the impact on the evironment to propose continued funding.
Whether the impact was significant enough that the problem was corrected
through the course of program implementation is evaluated.

If the

proposed continuation of funding is required to address the same problem

wt

for another fiscal year as·,.

determined by the evaluation of the program's

success in impacting the problem and the degree as to level of need.
The cultural and language differences that Hispanic fundraisers experience will be considered in competing for funds for private and public
foundations.

The latter is an exponent of the infor.mation retrieval

model proposed here.
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Formal Standardized Information Retrieval System

Information Retrieval System
Information retrieval, according to Sophar, (1975, p. 79), is
based on an information network of selected bodies of data and qualitative information recorded and situated in information centers of
sepecialized knowledge.
I

ft

He defined information network as consis-

ting of a sender, a channel, and receiver.

He added, "When a mes-

sage or information is processed in some regular, controlled, and
organized manner so that they can be retrieved at will and transferred
via· the information, the- system is called an information storage
and retrieval system.If

Vickery, (1970, p.33), stated that the infor-

mation retrieval process repeatedly occured in every search for information.

Information, he added, may be recorded in a publication, by

which is meant any document, or it may exist in the minds or notebook
of a personal ~ource.

The primary publications collected by stores

could serve as a resource to identify other sources of information on
the same subject.

The information search.process requires consulting

catalogues and directores.

Lancaster, (1968, p.2) in a similar vain

defined an information retrieval system as a complex phenonmena embracing documents, and mechanism to allow matching of descriptors requested of the system and information staff.

This staff often input

documents to the system and maintain the file of descriptors, i.e.,
an index and search files.
Vickery, (1970, p. 34), identified these four phases of the
information retrieval process:
1.

word retrieval: the word that adequately describes the
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information to be identified;
~

2.

reference retrieval: pertinent references to be identified for the inquiry;

3.

document retrieval: the location of the document(s) to
be identified in. the inquiry;

4.

data retrieval: the information extracted from the document pertinent to the inquiry.

'Five objectives of a proposed information storage and retrieval system,
according to Sophar, (1977, p. 80), for law consisted of a system
predicated on the notion that the lawyer's value to society or his
client in making judgement based on applicable cases and statues.
These were his five objectives:
1. to minimize the clerical activities of the attorney;
2 ... to make readily available to him all cases, statues
and administrative regulations required to make his
judgements;
3. to display the information conveniently and rapidly;
4. to do all this for him in the environment in which
he must work and in which he is able to work;
5. to do this more economically than these services have
been performed in the past.
Sophar noted that these objectives could equally be applied to a single
person or a network of systems.

Underlying the concept of searching

involves·a complex process, the idea that searching has become so complex so as to confuse it with researching.

Sophar concluded that ideally

the professional, non-scientist using an information retrieval system
need only state his/her question and then interact with a series of
probable answers. Afterwards, he/she selects data or information which
fits the most useful experience and judgement to do th~ job.
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Vickery, (1970, p.2) stated tlrie ideal retrieval system selected
documents from the storage at the request of the user.

Essentially,

retrieval is the structuring and operating of devices to select
documentary information from a store in response to search questions.
Vickery stated that retrieval was a sequence of operations.

For

example, the planner must use these activities to construct a retrieval
system:
1.

Select documents and include them in a store or construct
a device to make the selection.

2.

Match descriptors to describe and discover the document.

3.

Categorize and match record descriptors according to
specifications in a suitable form for searching.

Thus a retrieval system is a means for transforming each request into
a set of record descriptors, individually, ~atched against an established record set of descriptors which inform the user of other related
record files he/she should consider for further retrieval.

Vickery,

(1970, p.3), also stated that a fully flexible retrieval system requires
a built in feedback that is retrieve~able upon request by the user.
Lastly, Vickery outlined information retrieval model below illustrates
the process of a formal query.

His retrieval process selects and locates

documents which are specified by the enquirer.

Upon completion of the

document selection and location the enquirer will generate another new
set of queries that will be formalized an iterated repeatedly.
NOTE:
system.

Vickery's model applies to an automated electric data processing
These same steps could be taken to manually operated system.
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I

•
•
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I
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•
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DESCRIPTORS
SPECIF~N
DESCRIPTOR FILE

DOCUMENT STORE

Lancaster, (1968, p. 2), argues that an information retrieval
system as not informing, (e.g., change the knowledge of) of the user
on the subject of his/her inquiry.

It merely informs him on the

existence (or non-existence) and where abouts of documents relating
to his request.

Backer, (1980, p. 26), stated that a key mechanism

for starting a systematic search to meet any particular information need
can begin by looking at the bibliograhies of journal articles in a
specific subject area.

The article consequently serves as a document

of information retrieval. These documents that weire identified in:~th:e·:

8

first

article will lead to other sources in a geometric sense of

generating other documents on the same subject.

44
According to Williams, (1971, p.441), a document is, " ... an
instrument of recorded and grouped information capable of being handled
and read by human beings."

He further defined an index as,

11 • • •

a

prepared organized or systemic list with a file of locators which
specifices, indicates or designates, the information, contents, or
topics in a document or group of documents."

•

that selection is a decision process based on factors such as historical-value, resue-value, standard-data-value, and creativity stimulationvalue-of-user.

•

Williams, also stated

Meadows, (19 67; p. 71), states that selection is a

sorting process that means searching through a set of records to find
the samller bit of information, which then is followed by a search for
a smaller bitand so on, until all records are sorted and in order.

•

Consequently, selection is a critical factor to the retrieval sytem
which must be compatible with the stated formalized queries requested of
the system.

•

These queries must match an index of descriptors for

identifying subjects for retrieval .
Information retrieval, means that symbols or information will be
abstracted from a file, and for
request or query.

specific use based on the nature of a

Meadows, (19 67, p. 106) , presented the elements of

a retrieval process which complements Vickery's model above:

•

1.

query composition and formulation,

2.

matching of query against records in files,

3.

actual retrieval of information in files, and

4.

development of strategies for using resources
available to accomplish the searcher's objective .

Backer's (1980, p.31), method of journal articles as key mechanisms
for information searching complements Meadows, and Vickery in that it
is an information retrieval process described by an index, library

•
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index subject or author catalogue, is crossed referenced to identify
other sources in the same or close to the same area of inquiry.

•

When

the actual journal article is retrieved, document, then a quick scan
of the bibliography will indicate other similar sources in the sa:me
subject area.

•

The decriptors specification will include, title of

articles in bibliography or names of journals.
Another major component of an information retrieval system is

•

records management.

According to Gill, (1~81, p. 15), when developing

a records management system that would make information more retreiveable, and useful for making decisions for the organization it does not

•

require the method of persuing information in a fragmented approach
based on bits and pieces.

Rather Gill recommends that the documentation

of information is needed to generate more information, that is, more

•

ideas or facts, which can be collected, stored,. retr.ieved, disseminated,
and used to create another concept

for fact for further investigation.

According to Gill, the record is the tangilbe item which comprises the

•

documentation.

NOTE:

Gill's information cycle below includes acquiring

and processing record-documentation until

a new piece of information is

generated:

•

~ f a c t or r e c o r d ~ .

•

new fact or record

storage

. t
retrieval
~ ~evaluation analysis/

action taken

•

•
•

of fact or record

•
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Gill's record cycle is another logical facet of the information

•

retrieval system that serves to create a record through the use,
storage, and retention in active files to its transfer to inactive
files, storage, and finally disposal.

NOTE:

The issue of

retention and custody of records in the Youth Services' P.I.C.O.
Program was defined by CETA regulations, see the definition of
records in chapter 1 .

•

~Creation~
Disposal

•

t

.

use

~

Transfer~-----------Active Storage
Retention -

Management Information Systems

•

Management information systems are vital to the operation and
documentation of the organization.

•

The management information system

has been documented by several sources as succeeding and failing for a
variety of reasons.

Ein-Dor and Segev, (1978, p,1064), noted some the

reasons why management information fail or succeed in the organization.

•

They noted that it h~d to do with size, structure, process, resources,
psychological climate, and muturity.

Ein-Dor and Segev, noted that a

management information often required numerous resources which a small

•

unmatured organization usually could not afford, consequently the
organization has not formalized or quantified its data processing systmes and then is most likely to fail.

•

The psychological climate,., of

course is essential for a management information system to succeed,
which is often articulated in expressions, expectations, preconceptions
and attitudes prevalent in the organization.

•

In addtion, Zmud, (19J9,

p.966), states that these factors mentioned abouve are believed to

•
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impinge upon• the success experienced by the organization regarding

•

the development of management infor~ation systems.

Although clearly

not exhaustive, Amud list below typifies the variety of issues
addressed by both academic and practitioners of management information
systems:

•

1.

organizational characteristics,

2.

task characteristics,

3.

personal characteristics,

4.

interpersonal characteristics,

5.

MIS staff characteristics, and

6.

MIS policies.

Kupfer, (1976, p.IX), researched management information systems for

•
•
•

mental health organizations.

He found that they often failed to

generate information for the reasons that the systems:
1.

turned~out to be much more costly than their
effectiveness merited,

2.

were implemented only with great delay and
disruption, and

3.

provided little relevant information, and
generally were more trouble than they were
worth .

Moreover, most sources would agree with DeBrabander, (1977), Kupfer,
(1976), and Churchman, (1968), that management informat~on systems

•

succeed because user involvement occurred at the initial stages of
the system's development.

Furtermore·, Kupfer, (1976, p. 27), concluded

that the design of a management information system should be ready

•

•

to answer these questions:
1.
2.
3.
4.
5.

Wh a t is,
·

user needs,
the system environment,
the resources available,
the deficiences of the present system and
the value of the proses system to the institution."
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Kupfer, called the list above a problem definition statement that
once completed and all question are answered that some synthesis of
these five questions is necessary to produce a clear statement of the
problem and some general goals and specifications of the proposed
system.

Kupefer, concluded that in delineating user needs the entire

desgn process must be structed on the basis of those needs identified
in the problem statement.
According to Mitroff, (19 79, p. 404), " ... the basic problem
involved with the MIS design are not primarily technical in nature ...
rather,

they are conceptual and human in nature, that is inter-

personal, organizational, and political."

Many management infor-

mation systems can as , Ackoff, (1967, p. B-148), indicated produce
an abundance of information usually more data (if not information)
than a manager can possible absorb even if they were to focus all
available time trying to do so.

Information overload is a classic

characteristic of a management information system working effectively
but producing an abundance of information that is incomprehensible and
detrimental to efficient administration of the organization.

Con-

sequently a management information system must consider the environment
inclusive of the manager, staff, and organization capacity.
Hemmen, (1977, p.7) in evaluating the effectiveness of a management
information system for muncipalities found that they failed for two
primary reasons that were both conceptual and human in nature as Ackoff
noted above. Moreover, these reasons for failure are more str.11ctural in
nature:

•
•
•
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"First ... there is no apparent reason to accept the
assertion that an essential logical and stable
structure underlies the rapidly changing activities
of local government. Second, an IMIS cannot be
created by the people who postulate local governmnet and software consulting firms, even, with the
best available eletronic machines, considerable
money, and a hospitable environment."
Consequently, the implementation of an Integrated Management Information System for municipal government failed according to

•

Hemmen in that the system was a " ... special kind of technocratic
monster--a creation we can conceive in our minds, but not in the
reality of our daily action in the world."

•

his article cautions the reader to his

NOTE:

Hemmen's in

bias against Integrated

Management Information Systems. This could affect his analysis of
the system to the extent that a preconceived assumption is fixed

•

and not changeable.

Information Systems for Non-profits

•

Herzlinger, (1977, p.274), stated that information systems
of non-profits fail to their lack of systematically provided information that will help management do its job.

He argued that

the attributes which explains the failure of non-profits has to
do with:

•

•

1.

poor information not systematically organized,

2.

funding of program take away incentives of effectiveness,

3.

resistance to qualitative measurement, and

4.

technical skills to implment a system .

•
•
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Herzlinger, (1977, p:244), stated that the financing of non-profits
organization through, " ... block-grant-funding does not vary with volrune noYquality of service and that such funds are received before

•

the work is done which does not, ... reward effective and efficient
performance."

This method of funding non-profit programs does not

give managers an incentive , " ...• to encumber themselves with tighter

•

controls."

He further stated that managers of non-profit organiza-

tions in general, carry with them the culture and attitude of a professional, but hold a strong resistance to qualitative measures of

•

their organizations' activities, and that may of these managers become professional do not command the technical skills required for
the design and implementation of a good information system.

•

Herz-

linger, (1977, p.275), concluded that, given this lack of systematic
information process, measurement, and technical skills

and institu-

tionalized aversion for statistics and measurement when combined leads

•

many of these managers to abdicate the task of designing and implementing a sound information system.

Moreover, King, (1971, p. 8),

recommends that managers of non-profits be involved in the design of

•
•

•
•

the information system.

He found that managers of non-profits often

lack: the ability to design a system and· delegated to staff technicians.
"Systems design is usually beyond the expertise of the
manager; therefore, MIS design has been delegated to
the technician, who, in turn, is unaware of the comlexities of management decisions. The result has
been systems that do not improve decision-making effectiveness. The solution is cooperation between manager
and ana:lyst through the decision model."
·

•
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Program Accountability and Information Requirements

•

The information requirements of an information retrieval system are

•

directly related to the particular situation or condition in the environment.

The user could be a manager requiring information from the

system about a program or activity.

•

according to Morris, (1978, p. 111):
I.

•

B. Critical features of the program. For example, the
budget for program implementation; what materials are
used and how they have been selected or developed; the
physical setting of instruction for operation; partipant activities; grouping of participants and their
characteristics; schedule of program activities; level
of participation involvement, overall program rationale.

•
II.

•

•

Descriptions of Program Characteristics
A. Background and contextual information about the program.
For example, the place of origin of the program; the
nature of the program sites their demographic characteristic and political atmosphere; the breath of participation between the program chosen or designed and the
goals and objectives of its constituency; the historical
background of the program; its population; the background
qualifications, and activities of program personnel;
administrative features .

•

•

Such information could include,

Backup Data to Support Descriptions
A. Implementation measures. For example, representativeness of program features discussed; reason for selection of
a program feature for examination; methods and bases of
instrument development or selection; qualifications of instrument administrators; quality and limitations of the
measures used; data collection procedures .
B. Discussion of program implementation. For example,
amount of program life covered by the report; if there is
a comparison group, the kinds and degree of differences
and similarities between the two groups and the programs
they are receiving; kinds of decisions made, by whom; degree of program variation; the "typicaP' program experience; future program development and/or evaluation.

The crucial facets and functions of information systems includes

•

measuring and managing program progress.

Developing an information

•

•
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system at various operational levels of the program requires an
analysis of the decisions made in the organization.

Carlsen, (1973,

p. 85), stgted that if there is any single aspect of system analysis

•

which can be singled out as most important it is determing the requirements of the system.

Carlsen added, that when a project is

started it is necessary to take a penetrating look at those con-

•

trolling regulations, policies, and information exchange needs of the
system.

He

further stated that once these requirements are deter-

mined they can be divided into two major categories:

•

1.

those that are desirable;

2., those that are necessary.
Cotter, (1981, p. 37), suggest that determining information require-

•

•

ments involves a detailed process of
1.

defining system reports;

2.

establishing requirements;

3.

developing forms,

4.

determining the final set.

Cotter, (1981, p. 35), stated analyzing system requirements means

•

examination of the current situation and any future plans and potential changes that could be caused by internal and external forces to
the system.

•

The system analysis report, should include other des-

criptive infor.mation of the porposed systems its benefits and constraints.

For example the method or strategy taht constrains system

requirement set-controls regulates the project's development which

•
•

could emanate from many differenct sources, such as, policy, financial,
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staffing, legal and technical areas.

Cotter concluded that preparation

of the system requirement anaylsis report should includ~ methods and
resources to meet these requirements according to an sllocation plan
based on a projected schedule(s), plus resource and costs requirements.
Program Accountability
Sometimes the expected outcomes of a program are. 1ntangible and
difficult to measure.

At other times program outcomes may be remote

and occur at some time in the future after the pr<;>gram has concluded
and its participants have moved on.

The kind of outcome, concerned,

for instance with such matters as career success is not expected to
reach consummate achievement by the participants during the program.
Rather, the program is intended to move its participants toward
achievement of the objective.

According to Morris, (1978, p. 15),

even when a program's objectives are immediate and can be readily
measured, it is likely that the staff will be accountable for some
amount of implementation of intended program features.

They will

need to know and show where the money was spent.
· McKinney,' (.1981, p. 144), states that fiscal stress has heighten

public concern about the spiraling costs that social service programs
are to government tax dollars.

Mckinney adds that a most popular view

of social service program is that they lack the credi~ility in sound
management practices, and they are over funded or too costly to operate given the fiscal stress on tax dollars:

•
•

"There is a credibility gap about the efficacy of public
service programs. The view is held that waste, mismanage-

1/

•
•
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ment and_corruption are rampant in public service programs. Additionally, the difficulty in achieving the
appropriated accountability for intergovernmental funds
makes them especially vulnerable to mismanagement."
According to McKinney, (1981, p. 144), " ... process accountability was

•

critical to maximizing the responsiveness and effectiveness in the
management and delivery of public goods and services."

He added that

it involved those measurable program performance outputs that could

•

and could not be measured directly and quantitatively.

Process

accountability could be used as a procedure or method of operation to

•

measure these non-quantifiable outputs or objectives through the
employment of surrogates, (indirect measurements) which are negotiated or established between funding sources and program representative

•

in contract negotiation.

McKinney, concluded that the very nature of

federal funding required that program experts, and government unit
representatives develop a high level of persuasion, negotiation, in-

•

fluence, and ~argaining power over available scarce resources.

NOTE:

McKinney chart below on Accountability Continuum is helpful for seeing
the r~lationship between program and process accountability. The re.gulari ty

•

fiscal accountabili.ty will fall at one end of continuum of accountability
at the other end process accountability will fall before social accountability.

•

•
•

The order of the chart could work as a guiding tool to estab-

criteria for measuring the various aspects of accountability of a program
or process as proposed in this project plan .

•

•
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Characterizing Aspects: Accountability Continuum
(1)
Financial
(fiscal)

(2)

(3)

(4)

(5)

Compliance
(legal)

Program

Process

Accounti~ for
Social Puposes
(Emerging)

•
....

•

Accounting
for lineitem
Auditing
for lineitem

•

Fiscal
procedures
Conventions
e.g., laws,
rules,
regulations,
standards
Budget Process
Control of
dollars
Auditing
1

I

•

I
I

Cost-Benefit
Program
Evaluation
Performance
Productivity
:
:
:
:
:
:-

Surrogates
agreed
outcome

Impact for
enablement
Target
Population
Investment in
People
(strategies)
I
I
I
I
1.

I
I

I
I
I

-----------------r--------------------------------------------I

Consequently, in view of the above, many non-profits organization will
find that contractual obligations are usually the measurable objectives
of accountability which will serve to standardize·the activities of the
program.

According to Banovetz, (1971, p.352), the assessment of pro-

gram goals and objectives requires a close look at the specific measuring

•

devices of the program.

The importance of these devices should provide

program managers with the necessary information for comparing the
present state-of-affairs against some explict standard.

•

•

•

Banovetz, stan-

dard measurement devices for programs includes:
1.

historical question for assessing a program in terms of
11 to what
extent is the program actually reaching its. goals?";

2.

the measurement of yrogram variables; input and operational
variables .

•

•
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According to Banovetz_, input variables are concerned with program si~e,
methods, staff, management, length of training and location.

Opera-

tional variables, on the other hand, relate to implementation of the

•

program and how it actually works. Banovetz, (1971, p. 276), added
that the importance of administrative measurement is essential for
managing the organization.

•

•
•

He states that the most common types of

measurement are:
1.
2.
3.
4.
5.
6.

simple counting and coding, (by hand or mechancally);
cost accounting, (by jobs or projects, or continuous
operations);
cost and performance measurement, (.of a particular
operation, activity, or program, or the work of a
particular employee or group);
statistical analysis and computation, (~.g., corelation of tw~ or more sets of data to measure meaningful relationships);
measurement of community characteristics, (including
crime, fires, and similar occurences);
mapping, (and the related data in proper spatial
juxtaposition) .

Banovetz, concluded that administrative measurement is an asset in

•

-

decision making, when there is a need for continuing development of
standards and techniques to keep them responsive to management needs.
Kup£er, (.1976, p. 3), describes the changes that accountability

•
•
•
•

has taken to mean for mental health institutions:
area of great concern, particularly among mental health
administrators, is the developing interest in various kinds
of accountability. In these times of fiscal retrenchment,
when mental health institutions and programs continue to
absorb considerable public and private financial support,
adminstrators face increasing demnands from varied audiences
for evaluative statements on their particular programs.
Whereas the fiscal officers are continually deluged with
request for financial accounting, clinical program managers
An
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receive similar inquiries for program evaluation. Both of
these can be encompassed in the word "accountability."
Although several years ago accountability would have been a
term most appropriate for those who were concerned simply
with fiscal matt.ers, the advantages of new organizational
systems, the introduction of computer techniques.for retrieving information, as well as the increase involvement
of the community and community leaders in mental health
programs have led to a redefinition of the word. Accountability to the community and funding agencies needs to be
related to the effectiveness of a program and its impact
on the community. In addition, there needs to be a clear
examination of the institution's effectiveness in using the
available resources. Thus a clear identification of needs
is a necessary aspect of the concept of accountability.
The very foundation of a comprehensive management information
system for a particular institution may, in fact be directly
related to what constitutes accountability for that institution.

•

Information Reporting Requirements

•

In-defining management information reporting requirements, Cotter,
(1981, p. 40), iterated how it was a process of defining requirements,
designing reports, followed by redefining requirements, and redesigning

•

reports, as many.~-times as necessary within a reasonable time frame to
establish complete and useful set.

Therefore, according to Cotter,

the report must provide management with sufficient information to judge
the proposed system's signficance and operational suitability to
evaluate its technical and financial feasibility.

In doing so the

information requirements for reporting to funding sources must be
established.

Cotter, (1981, p. 40) .. st:kl.t-es the information system

must be. sensitive to the user, in this case, the program manager, so
not to provide him/her with insufficient or incomplete data and/or
voluminous data.
program management
data.

In either case the information system must help the
decisions that are based on valid and reliable

•

•
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Methods of Information Collection
Fink, (1978, p. 25), noted the major techniques for information
collection f~r performing an evaluation.

•

•
•

1.

Performance Test. Involve an individual or group to perform an activity or task and to assess the quality of
performance.

2.

Rating and Ranking.Scales. Used for self-assessment or to
assess other people, events, or products on a given dimension. A numerical score is obtained for each thing that
is judged .

3.

Achieve Reviews. Collecting evaluation information from
program related documents.

4.

Observations. Include individual or program activities.
The information collected by observers can be reported
by checklists, rating scales, field notes, and summary
reports.

5.

Interviews. The information gathered can be recorded
on field notes, structured interview forms, summary reports, or other related forms. Interviews can be completely unstructured and spontaneous, or questions can
be predetermined, or questions and response categories can
be decided ahead.

6.

Structured-Response Versus Free Response Formats . . A
multiple choice test item is an example of a free-response format.

7.

Objective Versus Subjective Scoring. Subjective procedures rely heavily on the interpretations of individuals
actually doing the scoring. Objective procedures do not
rely on individual judgements, but on rules that all scores
can apply in precisely the same way.

8.

Norm-Versus Criterion-Referenced Test. Test the permit
scores to be translated into percentiles and standards
automatically allowing comparisons of individuals or
groups, (Norm Referenced Test). The Criterion-Referenced
Test provide scores like "number of test items correct
for each objective" and "mastery levels", which represent how well individuals or groups have acquired certain abilities and knowledge .

•

•
•
•

•

•

These techniques are:
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According to Fink, (1978, p. 33), -"Selecting an instrument for collecting information involves reviewing currently available measures
and then choosing or adapting the most appropriate one."

If a new

instrument must be developed, then, "The decision to select, adapt,
or develop information collection instruments can become complex,
and the advantages and disadvantages of each must be carefully considered.II

System Development and Program Implementation

System Analysis and Design Strategies
According to O'Brien, (1975, p. 200), "The goal of the system
analysis ... is to produce the system requirements of the proposed
'-

information system."

These requirements according to O'Brien, des-

cribe, " ... the data processing and information requirements of the
proposed information system .•. "

The system analysis O'Brien states,

is a detailed analysis of:
1.
2.
3.

the organization that will use the system,
the information requirements of the user organization,
and
the information system presently used, if any.

According to O'Brien, (1975, p. 202), the system analysis involves
these _steps:
1.

Analysis of the organization system. Analyze the background of the organization and define its major management, operating, and information systems.

2.

Major subsystem analysis. Analyze the components and relationships of specific major subsystems that will be affected by the proposed information sy?tem. Identify subsystem activities and their requirements.

60
3.

Present information systems analysis. Analyze the com ....
ponents and functions of the infor.mation systems pres~ntly
used that will be affected by the proposed system. Identify the components and operations 0£ all data processing
subsystems.

4.

Proposed information system requirements analysis·. Analyze
the input, processing, output, storage and its subsystems.

5.

System requirements. Develop the "system requirements·"
report which documents the objectives, constraints·, and
requirements of the proposed information system.

Lowe, ((1978, pp. 216-223), suggested design considerations for Community Mental Health Management Information Systems included~
1.

Data Consideration
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.

2.

People C~nsiderations
a.
b.
c.
d.
e.
f.
g.

.3.

Reporting only essential information.
Collecting only essential information.
External requirements.
Individualized program data ..
Distribution of reports.
Level of collection of data.
Effectiveness data for program evaluation.
Follow-up data.
Kinds of data to be collected.
Nondirect service data.

Confidentiality of client information.
Paperwork .
Form design.
Reports for every level.
Resistance to evaluation.
Phased implementation.
Interference with treatment .

System Considerations
a.

Requirements for all Systems.
Modularity.
Logical separation of data and programs.
Extensive input validation.
File conversion.
File maintenance.
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b.

Requirements for Some Systems Depending on
Sophistication Desired
Nonsequential processing of files
Variable-length fields and records
Self-monitoring
System initiated reporting
Exception detection and highlighting
Special report capability

Kupfer, (.1976, pp. 17-18), indicated that the guidelines for designing
a system cannot be stated since the categorical wide range and diversity.
of problems, organizations, design philosophies, and personalities that
make up the alternative design strategies of information systems.

He

adds, that in a sense each system has a unique essence and a unique set
of design specifications.

An

no system he added, that is successful in

one environment can ever be adapted in its entirety to another and be
expected to function as well or in the same way-.
System Leadership and User Involvement
Cotter, (1981, p. 13), emphasized how critical system leadership is
to brin an information system project through the inevitable abundance
of issues and through the formally structured system development cycle-!

t,

The leader must have many skills as well as the repect
of top management. The person must be able to assess
accurately the political environment encompassing system development and to get attention from top :management for establishing a high priority £or the effort
and for obtaining needed resources. Decision making
capabilities are another requirement that involves
understanding who makes what type of decisions and
serving as a central point to make decisions, force
them at lower levles, or obtain them at higher levels.
Cotter, (1981, p. 14), suggest that the considerations below must get
built into the project structure to ensure system effectiveness:

i

(
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1.

Team effort. The project leader must bring together the
different skills to create a team effort and to maximize
each member's contribution in developing the system.

2.

Decision making. The decision making process should be
delineated. All participants in building the system should
know how decisions are made, when they are made, and who
has the final say.

3.

Planning. The specific content of the plan should reflect
the major activities necessary to complete the development phase(s), the specific tasks related to the activities and their depende~cies, resources and time requirements, persons responsible for completing tasks and activities, and review P?ints for detailing the schedule.

4.

Project Control. Involves comparing and monitoring the
completion of task and activities in relation to the plan
and work schedule, assessing what remains to be done, evaluating the causes of a significant deviation, and correcting,
to the extent possible, any unfavorable situation. Staff
should be encouraged arid expected to report any problem
and cause, expected impact (schedule, budget, resources,
other), action taken or recommended and its likely results,
and what top management can· do.,

5.

Quality Assurance. Management should insure that the system development effort has and applies format methods for
insuring the accuracy and quality of the system work.

System Implementation Strategies
Delahanty, (1981, p. 34), identified for generic components
of an implementational process defined through the selection of implementation strategy.

These are his four components:

1.

Assignment of responsibility;

2.

Program development;

3.

Monitoring of compliance;

4.

Evaluation and feedback.

Furthermore, Delahanty, (1981, p. 29), stated that his implementa-
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tional strategy reflected the choice of an implementation model this
is the point of

focus for:

1.

the funding and programming processes,

2.

the degree of implementation,

3.

the span of coverage, and

4.

the time dim~nsions of the information system.

Delahanty' s Implementation Strategy Alternatives Model:

IMPLEMENTATION STRATEGY ALTERNATIVES
MODELS

VOLUNTARY•aC:~----!ii,► COOPERATIVE-~~-~>
► COERCIVE

Funding and
Programming

External-multiple•-E::~------~>~Internal-centralized
decision points
decision points

Degree

Passive stance ""'=~-------~Active stance

Scope

Broad coverage of ~------~Limited/functional
human services
area types of
responsibilities

Time Dimen-' ·
sions

Long term-e-----------~Short Term
static plan
Dynamic plan

·-

Delahanty, (1981, p. 34), further described how the implementation
process must be detailed to specify:
1.

Methods for collecting information;

2.

Methods for identifying and reconciling differing perspectives and for developing consensus;

3.

Methods for categorizing, synthesizing and standardizing
information.

4.

Methods for comparing information and drawing conclusions.

~
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According to Eder, (1965, p. 105), the implementation of a new information system requires that management or system leadership perform
a system survey to determine if it will get the best results from
the information syste, (e.g., a financial accounting information,
data collection system, etc.).

The system survey entails the collec-

tion of such information as:
1.

Time frame of operation;

2.

The number of steps in the organization;

3.

The amount of duplication of labor;

4.

Effectiveness of monitoring the accuracy of results.

Eder, further stated the need for a survey may arise from any of the
following circumstances:
1.

Present lack of a formal system.

2.

Alteration of present system.

3.

Development of new system with the company.

4.

Abandonment of superflous systems.

Once the implementation of a new system was decided, management had
to consider the transition from the old system to the new system.

System Resistance
According to Bennes, (1969, p. 329), there are two counter forces
which work in a dynamic system to balance opposite direction with respect
to the sociological and psychological space of the institution or organ- ..
ization.

These two forces are restraining and driving forces of the sys-

tem.

Bennes, (1969, p. 330), stated that these forces or strategies are

used

to achieve change in any given pattern of behavior:

The driving

forces are increased; the restraining forces decreased; and the two
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strategies combined work on a continuum.

According to Cotter, (1981,

p. 87), there are two primary counter responses which come into play
at the introduction of an information system; acceptance and resistance forces.

She further stated, that the behavioral. response related

to acceptance and resistance form a continuum ranging from enthusiatic
acceptance to deliberate sabotage.

.

The range of reaction is shown below:

THE SYSTEM ACCEPTA"t\iCE/RESISTANCE CONTINUUM
High Reporting and Usuage
(Acceptance)

* Enthusiatic Acceptance
* Cooperative Support

Minimal Requirements

* Acceptance
* Indifference
* Partial Withdrawal

Low/No reporting and Usuage
(Resistance)
NOTE:

* Criticism
* Open Opposition
* Deliberate Sabotage

This spectrum represents the varying acceptance/resistance levels.

which Cotter, (1981, p. 87), delineated were both the provision of data
L

and the use of the system's informatlon.

The display is actually one

dimensional, because the user will have va_rying response positions related
to specific system parts rather than to the total system.
The implementation of organizational change requires that basic

ft

change principles are adhered to.

Bennes, (1969, pp. 330-334), identi-

fied _six principles at work in affecting institutional or organizational
change:
1.

To change a subsystem or any part of a subsystem, relevant aspects of the environment must also be changed.

2.

To change behavior on any level of a hierarchical organization, it is necessary to achieve complementary and
reinforcing changes in organization levels above and below that level.

•
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3.

The place to begin change is at those points in the
system where some stress and strain exist. Stress may
give rise to dissatisfaction with the status quo and
thus become a :motivating factor for change in the
system.

•

4.

In diagnosing the possibility of change in a given
institution, it is always necessary to assess the degree
of stress and strain at points where change is sought.
One should ordinarily avoid beginning change at the
point of greatest stress.

•

5.

Both the formal and informal organization of an institution must be considered in planning any process of
chnage.

6.

The effectiveness of planned change is often divertly
related to the degree to which members at all levels
of an institutional hierarchy take part in the fact
finding and the diagnosing of needed changes,and in the
formulating and reality-testing of goals and programs
of change.

•

•

•

Banovetz, (1971, p. 236), further illustrates how the full reliance of
an new system should not happen until a complete system conversion plan
is implemented, and after completely discountinuing the old system
which must be done at a carefully choosen time.

•

Implementation, accord-

ing to Banovetz of the system should not be scheduled until all needed
data files have been converted to the new format, all needed forms and

•

supplies are on hand, and the entire system has been tested thoroughly .
Implementation for accounting reasons, he added, should be scheduled
at the beginning of a fiscal year.

•

•
•

Banovetz, further added that all

perponnel affected by the system should receive a set of clear instructions on when the new system is to be implemented .

•
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Maximized Continued Furtding Sources
and Program Evaluation Strategies

•

Program Evaluation
Nonpro£it community based organizations currently face a fiscal

•

•
•

crisis with. reductions in funding to social action programs,

Program

managers of community based organizations have come to rely he~vilyon evaluation strategies £or -measuring the survival capacities of the
program.

According to Greer, (1982, p. 15), some managers of social

service organizations use evaluation for the prioritization of spending reductions by protecting those programs worth investing time and
resources.

McConky,, (_1981, p. 24), stated how with. funding reductions

in social service programs, increased pressures coming from funding

•

sources demanded~ stricter accountability from non-profits.
sources are raising such penetrating questions. as:

Funding

(_l} What results

have been achieved?, and(~} Is there a real need for the services

•

being provided by the organization? Mcconkey further noted that as
nonprofits £ace their competitors they must be able to effectively
compete by justi£ying their existence to funding sources,

•

Moreover,

Mcconkey demonstrated the benefits of an evaluation to include both
the maintenance and generation.of funding for the nonprofit organiza..,.
tion.

•

The de£inition of program evaluation as it relates to nonprofit
community based organizations could begin with a definition of a program.
According to Morris, (1978, p. 6), a Program is:

•
•

" ... anything you try because you think it will have an effect .
. .. is anything you do that can be described so that you can do

•

•
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it again, if you want to. A programJnight be a tangible thing,
such as a reshuffling of the administrative office of a school
district. A program is anything definable and repeatable. In
evaluation, program is synonymous with project or innovation.'·'
A program as defined by Haven, (1981, p. 480}, is n.,. a collection of
activities intended to achieve a common purpose."

•

•

Fink's (1978, p. vii),

definition of evaluation is:
" ... a process through which we attempt to answe:r some basic
questions about what we hoped to do and then what we actually
accomplished. In addition, through the evaluation process we
compare our accomplishments with out objectives and ask ourselves, "What changes do we have to make to come closer to our
objectives?"
Fink adds that a more technical definition of evaluation would probably

•
•
•

be outlined according to:
1.

Definition of objectives.'

2.

Usage of.evaluation measures and techniques to determine
the outcome of efforts to reach the stated objectives .

3.

Interpretation of the findings from the data gathered.

4.

Develop procedures for implementation of necessary changes.

In short, Fink's (J978, p. 1), evaluation could be summarized as a
set of procedures to appraise a program's .merit and to provide infor.,,.
mation about its goals, activities, outcomes, impact and costs.

•

The purpose of program evaluation as defined by Maanen, (.1979,
p. 30), is, " ... to determine the operations and effects of a specialized program -- relative to the objectives it set out to reach -- in

•

•
•

order to contribute to the decision making surrounding the program."
Given this definition of program evaluation, Maanen implied that;
1.

Some sort of research methods will be employed-to measure
activities aimed at a common purpose .

2.

Standards are going to be established as criteria to assess
operations and effects of the program; and
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3.

•

Results of the assessment and/or evaluation should be meaningful to decision makers surrounding the program, i.e., funding sources, representatives in government, and program
managers.

)f an evaluation is to function as a meaningful document for decision

•

makers then Haven (1981, p. 481) states that a clearly defined set of
questions must be answered during the evaluation.

He adds that these

questions must generate answers that decision makers surrounding the

•

•

program may want answered.

For Haven cautions against asking tne kinds

·of questions that no one wants answers to.

He stated:

"If it turns out that no one is intrested /in the questions
answered/ the evaluator can save himself and everyone else
a good deal of time, energy, money, and paper by starting
over again with another question or another program."
Greer, (1982, p. 152), noted the value of information as a critical
facet of program evaluation for the identification of problem areas of

•

management information systems.

As a program consultant for social

service programs, Greer, found that the data-base systems of these
agencies were of such poor quality that he preferred to describe these

•

systems as management misinformation systems.

He found that the trouble

areas of these systems were:

•
•

1.

Cost data are takn over different time periods of
diffenrent service aggregations than utilization data .

2.

Primary data.are illogically aggregated.

3.

Variables are frequently "improved" by redefinition.

4.

Low priority of MIS personnel and funds .

Moreover, Greer, (1982, pp. 151-156), demonstrated how management information systems of social .service programs is one major trouble area of

•
•
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•

•

seven he identified as a program evaluator:
1.

The natural resistance to evaluation.

2.

Missing estimates of beneficiary populations.

3.

Incompatible data .

4·.

In appropriately designed accounting system.

5.

Comingled funds.

6.

Multiple Treatment Interference.

7.

Management Information System.

These major obtacles according to Greer, (1982, p. 155), could be· addressed using a cost benefit analysis for evaluating social programs.
That is, " ... the tentative conclusion reached by the analysis must be
weighed against other non-quantitative factors in choosing which pro-

•·

gram to cut-back or abandon."

that an evaluator must determine whether program(s) have clearly defined
purposes and objectives.

•

Therefore, Kirtz, (-1982, p. 60), suggest

Consequently. a specific set of questions must

be generated in order to properly weigh the alternatives using a cost
benefit analysis.

Questions that Kirtz, (1979, p. 60), stated for the

evaluation of employment training and placement service program(s) are:

•
•
•

•

1.

What percentage of the trainees were placed in
unsubsidized employment after completion of training?

2.

How many of the employers where trainees were placed
in jobs retained those jobs for a specified time
period after placement?

3.

What was the range and average earning of those
place in jobs?

4.

To what extent did the program, as implemented resemEile
the program as planned?
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S.
NOTE:

Were these aspects. of t he program that were more related to program success t han others?
The Youth Services' P.I. C.O . Program provides these similar

services.

According to Gaarn (.1 981, p. 3), as a program evaluator

for P.I.C.O. Program he raised similar questions in A Two-Year
Follow Up Study on Post Program Behavior and Perceptions.

He eval-

uated what impact the P.I.C.O. Program had on post-program behavior
of participants, and assessed what aspects of the program participants
perceived as being important / n ot important and helpful/not helpful,
"A s~condary purpose of the study was to utilize the findings to improve on the present program design."

Gaarn, (1981, p. 6), stated

that the overall findings indicated that there was a substantial high
overall outcome measure of 79 % which is consistent with the program's
positive termination rate of 80% for fiscal year 1980-81.

This critical

factor proved to be a piece of data used repeatedly to inform decision
makers of P. I. C. 0. 's Program success.

The summative evaluation report

prepared by Gaarn (.1981, p. 19) , concluded that the overall impressions
of the evaluator were, " ... that t he P.I.C . O. Program consistantly
provides.quality services to t he youth it serves . . The fact that postprogram behavior measures verify the level of success upon leaving
the program is proof that the pr ogram has an impact on its participants."

Another example of t he P.I.C.O. Program with respect to

evaluation is the annual moni toring by the prime sponsor's internal
monitoring unit.

The annual r epor t was used to determine program

success and compliance with t he es tablished regulations and provisions
of the contract.

•
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The distinction that Fink, (1978, p. 33), makes of evaluation

•

reports are based on the Contrasts between reports for Formative and
Surnmative Evaluation.
. FORMAT! VE -

Purpose

Documents the program's
implementation either at
the conclusion of a developmental period or
when it has had sufficient
time to undergo refinement
and work smoothly. Intended to put the program
on record,_to describe it
as a finished work.

Tone

Informal

Usually Formal

Form

Can be written or audiovisual;
can be delivered to a group as
a speech, or take the form of
informal conversation with the
project director or staff, etc .

Nearly always written,
although some formal
verbal presentation might
be made to supplement
or explain the report's
conclusions.

Length

Variable

Variable, but sufficiently
condensed or summarized
it can be used to help
planners or decision makers
who have little time to
spend reading at a highly
detailed level.

•
•

•
•
••

•

SUMMATIVE ..

Shows the results of monitoring
the program's implementation of
pilot test conducted during the
course of the program's installation·. Intended to help change
something going on in the program that is not working as well
as .it might, or to expand a
practice or special activity
that shows promise.

Level of
Specificity High, focusing on particular
activities or materials used
by particular people, or on
what happened with particular students and at a certain
place or point in time.

Usually more moderate,
attempting to document
general program characteristics common to many sites so
that summary and general,
overall decisions can be made .

The retrieval startegies currently being used in evaluation related
activities according to Backer, (1980, p. 31), include these major types:

•

•
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1.

conducting evaluation studies within individual human
service delivery organizations, or external to those
organizations for program review and improvement
purposes;

2.

researching the evaluation process,·designed to extend
theoretical understanding of evaluation and available
technology for conducting evaluation studies;

3.

training of professionals in program evaluation;

4.

professionalization of the evaluation field;

5•

use of evaluation findings outside of their original
setting to promote organizational a~d social change.

•

•
•

Backer, further stated that the conceptualization of evaluation within
social service delivery programs involves several development-stages~

•
•

1.

internal system resource management,

2.

evaluation of client utilization of services,

3•

evaluation of intervention outcome, and

4.

evaluation of community impact.

These activities Backer added conjointly functions in relation to the information system capacity a social agency, and the integration of eval-

•

uation and administrative decision making in efforts to change and improve
the organization.

•

Snapper, (1980, pp. 198-199), discusses the application of an evaluation for decision making.

The approach which he proposes has these

five essential steps:

•

•
•

Step 1: Determine and Structure Objective. Project level
objectives are specified by the project director and other
people wo.rking with the local project. A more general
application of this methodology would involve objectives
being specified by multiple constituencies with particular
interest in the program .

•

•
•
•
•
•
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Step 2: Identify Measures for Each Objective. The project objectives must be operationalized with quantifiable measures that
provide an indication of status on the objectives .
Step 3: Assess Importance Weights. The local project director
assigns weight to the project objectives that represent the relative importance of going from worst to b~st on a specified
range of the objectives. These weights are ratio weights so
that an objective that is twice as important as another will
receive a weight that is twice as large. The assigned weights
are normalized to sum to one.
Step 4: Assess Current Status and Expectations. At the beginning
of the project, the project's current status on each of the objectives must be determined. This is accomplished by using avail~
able data or informed judgement to provide the best assessment on
each measure. A scale is developed to each measure where O represents' the current status at the beginning of the project, and
100 represents the best feasible achievement on the measure.
In addition to the assessment of current status, the project
director is also asked to use the same measures to assess how
the project is expected to perform over its period of existence,
usually two to three years.
Step 5: Measure Subsequent Actual Performance. After an appropriate period elap-se time, assess the project's actual performance
on each measure. This performance can be compared with the prior
expectations assessed previously.
These basic steps to the described evaluation process have the capacity

•
•

for programmatic decision making for it depends upon projection about
future effectiveness, as well as feedback about past results.

Budgeting and Budget Monitoring
Organizational decision making regarding the "budget" of a nonprofit community based organization requires much staff time and effort

•

often to the extent of overtaxing an organization's resources t.o- a
detrimental state of affairs.

Furthermore, the funding process is very

political and competitive for obtaining financial backing is an under-

•
•

taking that may consequently result in loss of funding, or cut in funding .
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According to Banovetz (J.971, p. 2.7.7), !1Meas.urement . supports decision

•

making throughout the programming and budget formulation period.

Each

year means that program managers will prepare and submit plans and
financial projections estimating the coming fiscal year,"

•

This pro-

cess often involves providing funding sources with measurements that
are critical for influencing a decision.

According to Banovetz·, (1971,

p. 277) , the vast number of decisions that go into the budget for-

•

mulation process often further complicate budgeting.

Standards and

measurement., he added, increasingly becomes more important as th.e

•

resources become .more scarce .
An

obvious obstacle for program managers who operate non-profits

usually from year to year with their legitimacy at question each
year is the continued funding of the program.

A major question

that every program manager of communitybased organization funded
on a year to year basis is: "What are the strategies required to

•

influence decision maker and policy makers to continue the funding
of the program?"

The answer to this question lies in the creative use

of strategies for influencing funding sources to the extent that they

•

do not strip the program of its claim to legitimacy.

According to

Banovetz, (_1971, p. 352), a capital budget has four operational
considerations which must be balanced in the budgeting process--:

•

1.

A capital budget item, stripped of any claim to legitimacy
by precedent, is more susceptible to rejection than an operating budget item. The perceived consequences, favorable and unfavorable, of a decision on a capital item exceed
those attached to operating budgets.

•

2.

Capital items can affect community values or conflict over
these values: they can directly and precisely affect the

I.

•
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environment of all or a segment of the community. Because
they are so visible and can be perceived as a one-time,
"either-or" type of decision rather than as part of an ongoing pattern, because gains and losses are more easily
calculated and proponents and opposition form and seek to
influence decisions.

•

•

3.

A capital budget can be traced to timing, uniqueness, special
fiscal arrangements, and enlarged participation. The basic
distinction between the line-item and program budget is the
focus of information presented to decision makers. That is,
the line-item budget is input oriented (the particular expenditure mix required to perform a service) with a program
budget being output oriented (the function performed). Proponents suggest that program budgeting permits more meaningful decisions because the consequences of a choice are evident.

4.

Performance budget, another form of capital budgets, relies
solely on work units -and unit costs as the basis for budgeting and for evaluating service levels. Because it requires
a well developed system of management records and cost accounting, is rarely utilized fully.

•
•

Banovetz (1971, p. 354), further stated that a capital budget was per-

•

ceived as an informati~nal and decision-making device to:

•

I.

stabilize the volume of capital improvements at some relatively uniform level, and

2.

coordinate the capital costs and their financing, usually
bonding, with the attendant debt service demands on the
operating budget.

In fact, stated Banovetz, a capital budget appeared as a possible part-

•

ial solution to urgent financial planning problems .
According to the URSA Institute, (1983, p. 27), there are two
other types of budgeting:

•

ing.

(1) incremental, and (2) zero-based budget-

Incremental budgeting consists of either adding or subtracting

a certain percentage from the prior year's budget.

''Based on last

year's spending patterns, each line item of ~xpenditure is increased

•
•

for inflation and/or additional programs, or decreased to reflect any
budget cuts."

A Zero-Based budget !equires justification of all ex-

•
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penditures.

That is:

•

"Each year the organization e:valuates past per£ormance, redefines goals and objectives and develops a new financial plan.
The essence of zero-based budgeting is implied by the name:
the budget is based on zero, rather than on any figure derived
from a previous year or from expected income or expenses."

•

In monitoring a budget it is important that a realistic budget
be developed.

If budget monitoring is going to work to the benefit

of the organization, then according to the U~SA Institute. (1_983.; p. 32),

•

a financial plan must allow program management to understand where money
is going and why it is going there.

Another important monitoring tool

of budgeting is comparing financial activity with what should happen

•

and what actually happened.

URSA Institute (1983, p, 32), states that,

"After preparing the financial activity statement, you should compare
actual income and expenses to budgeted amounts for each line item .

•

This should be done fo.r the current period (month), year-to-date,
and projected to the end 0£ the fiscal year or budget period (not
shown)."

•

The same author adds, that all variance whether favorable

or unfavorable dollar amounts, should be noted.

These variances should

then be compared to determine which changes to the overall plan were
made that could possibly result in efficiencies and/or inefficiencies

•

for the program.

URSA Institute suggests that these questions need

to be answered if the information generated in the budget monitoring

•

•
•

process are to affect the future planning and budgeting of the program~
1.

Why the variance?

2,

Was your initial budget wrong, did the program change after
the budget was prepared, or do ef£iciencies (inef£iciencies)
exist?

•
•
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3•

How does the Yariance a££ect the overall plan and budget?

4 ..

Is more money required, or will the programs have to be
cut back?

Based on the answers to these questions, the appropriate corrective

•

••

action will be determined £or any necessary budget inodification and/or
for seeking additional income, or for making any necessary cutbacks
for certain programs .
The continued funding of an organization requires adhering to
basic principles for fundraising.

There-are three primary sources of

fundgivers:

•
•

1.

government.,

2.

private foundations, and

3.

individual/organization donations .

The URSA Institute prescribe these methods for surviving the fundraising experience with success.

•

components to fundraising:
1.
2.
3.

•
•

•
•

URSA (1983, p. 1), identified three

the characteristic of the organization itself;
the variety of means by which fundraising can be accomplished;
and;
the potential sources of funds.

These components are further delineated by the URSA Institute to include:
1.

Characteristics of the Organization
..··. ,. Purpose/Goals
Objectives (specific)
Needs;
Organization
Project/Program
Case
Constituency
Clients
Budget

•
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2 .. Means of Fund.raising
By People:
Board 0£ Trustees.
Advisory Groups
Interest Groups
Committees
Volunteers
Staff/Professionals
By Communication:
Meetings
Personal Calls
Site Visits
Proposals
Brochures
Media

•

•
•

3.

•
•

•

An

Potential Sources of Funds
Individuals:
Small Givers
Large Donors
Foundations
Businesses
Corporations
Associat;ions.
Coordinating Agencies
Go:ve.rnment :
Local
Fede.ral
State

arrangement of considerations for preparation of fundraising strat-

egies must give particular attention to these components as defined
by the URSA Institute (1983, p. 10):

•
•

1.
2.
3.

4.

•

•

5.

6.

Case--a clear, compelling statement justifying the
request for funds;
Needs--program needs expressed in dollar terms
constituting the reasons why a fundraising effort
is required;
Goals--realistic delineation of dollar needs in
terms of what the fundraising activity should seek
to accomplish, based on the ability of the market
to contribute and the ability of the organization
effectively solicit funds;
Propects--potential gift sources identified in line
with the quality and quantity of gift required to
assure the su~cess of a specific fundraising activity;
Leadership--capable, dedicated voluntary leaders
socioeconomic clout to ask at the right level, and
who are available to provide the.time, energy, and
talent required to make the fundraising productive;
Public Relations--recognition and acceptance of the
fund-seeking organization in the community; proper,

•
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6.

•
7.

•

•

8.
9.

Public Relations--recognition and acceptance of the
fund-seeking organization in the community_; proper,
receptive climate with minimum of public relations
problems; . .
Time and Timing--sufficient time available for sound
program formulation and implementation; realistic
timing in terms of conflicting community calendars,
major fundraising competition, unsettled economic
conditions;
Staff-availability of staff trained in fundraising
techniques, and able to provide the time and energy
required for intensive fundraising;
Budget--budgeted funds equal to the requirements of
the fundraising effort .

The information strategies for identifying foundation resources as well
as government resources requires that an organized plan of action which

•

will serve to define the projects and programs in need of support .
These projects and programs must match with foundations that have
shown interest in funding such areas.

•

following steps be taken in developing ··a system for identifyin:g ~ appropriate foundations.
1.

•
2.

•

3•

4.

5.

•

•
•

URSA Institute recommends the

Establish a file of 11 subject" index cards, covering
each of your major content areas. Base wording of
subject on key words and phrases section of the
"Foundation Grants Index" (center section of Foundation News).
Review foundation directories, registers and guides
for areas of interest and any restrictions.
List on the subject cards the names of "suspect"
foundation that are interested in those particular
fields. Foundations often have several interests.
Establish an 8 ½ X 11 propspect file on each
foundation whose interest currently match yours.
Select 10-20 of the best suspect for in-depth
research; 1) visit the nearest regional collection
of the Foundation center; review annual reports,
990A forms, and other data available; 2) use your
prospect form to assure completeness; 3) continue
compilation of data on interest and grants from
all periodicals listing awards .

•
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6.

•

•

Analyze data on your 10-20 best prospects and send
letters of inquiry to the _most promising. The most
promising prospects are those which most closely match
your organization's interests using the following
criteria: 1) previous grants similar to your interests; 2) purpose of foundation; 3) range and average
dollar amounts of awards; 4) geographical area; 5) dates
for submission of proposals; 6) kinds of institutions
and agencies receiving grants; and 7) .·create social linkages
with your leaders.

The following list are data seurces for publications which fundraisers

•

should consult:
Foundation Directory
Foundation News
The Fourtdation Center Information Quarterly
Giving USA
Philanthropic Digest
True-Exempt Foundations and Charitable Trusts
A Guide to Cali£ornia Foundations
Grant Data Quarterly
Annual Register of Grant Support
Annual r~ports published by individual foundations
(only the largest foundation publish reports.)
Grantsmanship Center News

•
•
NOTE:

•

See attachment Cttitled "Foundation Index File."

The intention

of the index file is to make information retrievable for making a decision as to whether to apply or not apply for £unding.

The project

as indicated earlier must match the interest area of the foundation.

•

The index file could serve to perform the matching function to ensure
projects are proposed only to foundations most probable to finance
such a project.

•

Blanca Facundo in an unpublished article documented the "Rules of
Thumb Learned as an Hispanic Fund-Raiser".

In her experiential "how

t.o" article she presents what knowledge she gained on-the-job, through

•
•

tr~al~and-error, on how to raise funds from foundations.

The rules of

thumb that Blanca Facundo, (unpublished, pp. 2-7), discovered were:

•

•
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1.

There are no rules. Each foundation is a unique organism with its very own (w.::titten and unwritten) rules.

2. _Never take no for an answer, unless you are satis£ied
that you have received a clear and honest explanation
as to why your request was rejected .

•

3.

•

Many foundations do not feel they owe an explanation
to rejected applicants. However, if you persist, you
will either (;i) obtain the requested information, or (b)
obtain useful "psychological profiles" of your target
•£oundation; profiles that are not available anywhere else .

4.

Foundations have to be nurtured. If they are not familiar
with your organization and if you are as good as you believe you are, make sure that you are able to document it
for their benefit.

5.

At the right moment a personal contact is essential .
This will cost money. Your organization has to come up
with it.

6.

Be thoroughly prepared to accurately describe your project and its rationale. Do not allow a foundation to
persuade you in a direction you are convinced you should
not take. Disagree, if you ·must. You represent a con~
stituency and in all probability you know Cot should know)
more about it than the foundation. It is your task to
educate the foundation so it is able to understand your
goals. (.Don't talk about your needs--we all have needs~
but .most 0£ us lack goalsl).
·

•
•
•

Blanca Facundo,(.unpublish.ed, p. 6) indicated the documents wh:i,.ch were
required of her in the foundation application process:

•
•

1.
2.
3.
4.
5.
6.
7.
8.

organizational chart
list .of sources of funding
annual statistics of clientle served
biographical sketch of Board Members
detailed budgets for each project to be proposed
projection of the impact we would have if £uncled
description 0£ physical facilities
portfolio of support letter giving evidence of our
legitimacy as community representatives

Blanca Facundo, further suggests that Hispanic fundraisers will have

•

•

to often learn the hard way due to a low budget; lack of contact, iso-

•
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lation from the _mainstream 0£ foundation giving and yet ...- £ull of

•

dreams and commitment to ones ethnicity and £eeling of need for respect
and dignity in what seems to be a hopeless endeavor.

She suggests

that Hispanic fundraisers msut be committed in that:

•

1.

We will have to work harder. We will have many
"strange" things to learn about a culture we
often do not understand, and we will have to do
a lot of explaining to a culture that often does
not understand us. We will have to get together
to: share};_what·_ -we ,are learning,. . as . well- as· create
ways and means to insure that our population is,
in fact, included within the U.S. foundation's
definition of the "public good."

2.

The Latino Institute, the institution ... is open
to request for technical assistance arid to the
initiation of networking activities to resolve
the problems just stated.

•
•

These basic consideration that Blanca Facundo has recommended fall into

•

- ...

'

the areaof Advocacy for program funding proposing to reach an,Hispaiiic
target population.

According to the URSA Institute, (_1983, p.1),

any Community Based Organization working with the justice system

•

typically use the term advocacy to refer to several dif£erent types
of activities:
1.

•
•

1

'-

Case or client advocacy: advocacy on behalf of
individual persons or clients sweved by the
community-based organization;
2. Program advocacy: advocacy on beahlf 0£ particular program activities and the agency's
programmatic approach in general.
3. Class advocacy~ advocacy on behalf of a class
of persons! or clients--for example, on behalf
of victims of child abuse, or ex-of£enders, or
1 i~ --::: juvenile delinquents.

The importance of being clear as to which advocacy strategy to empha-

•

•

size requires a clear goal statement.

Each strategy will vary depend-

ing on the goal 0£ the organization, individual or group .
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SUMMARY

In conducting the review of literature, only that literature relative to the project's essential variables and atributes was researched:
1.

Formal Standardized Information Retrieval System.

2.

Program Accountability and Information Requirements.

3.

System Development and Program Implementation Strategies.

4.

Maximized Continued Funding for Community Based Organizations.

NOTE:

Emphasis was placed on researching literature concerning sig-

nificant differences as stated in the project hypotheses.
By defining information retrieval, Sophar, Lancaster, and Vikery,
agreed that a system required a document by which to identify data
or information to select, index, and store for future retrieval.

Vickery

emphasized the importance of a retrieval system having a built-in feedback system that completed the information retrieval process of query,
description, location, selection, and new query.

Lancaster, (1968, p.2),

~learly differentiated informing as a function of an information retrieval
system from changing the knowledge of the system user.

In fact, Lancas-

ter, argued that the informing process of an information retrieval system
only, " ... merely informs him on the existence (or non-existence) and
where abouts of documents relating to his request."

Meadows (1967,

p. 106), defined the elements of the retrieval process as:
1.

composition of query,

2.

matching of query,
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3.

retrieval of information; and

4.

development of strategies.

His proactive strategy approach to information retrieval was complemented by the key starting points Backer referred to as having a
geometric progression.
Another critical aspect of the information retrieval system was
the development of a records and management system that Gil (1981, p. 15),
referred to in his information cycle.

This system was complete through

the logical creation of a record used to store and retain information.
The records management subsystem of the information retrieval system
must be designed to complement documenting, indexing, and selecting
functions of the system.

The maintenance of the retrieval system was

dealt with in the development of records management system with an explicit set of procedures.
Management information systems constitute another subsystem of
information systems.

To manage information, however, requires that a

set of carefully planned procedures be addressed to provide management
with guidelines for operation of the organization.

The significance

of the management information system relative to an information retrieval system was based on Elin-Dar's (1978, p. 1064), definition of
" ... collecting, sorting, retrieving and processing of information used
by management ... "
Management information systems also fail and succeeded in various
ways as noted by Elin-Dor and Segev.

Factors .which explain the failure

and success of a management information system include organization's
size, structure, resources, psychological climate and maturity.

The
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critical characteristics which best articulate the information system's
success as well were organizational, personal, and interpersonal.

Ac-

cording to Kupfer (1976, p. 27), failure of the management information
system had to do with improper timing, planning, and resource allocation.

He added that not involving users in the development of the system

is one major reason why management information systems fail.

.

He found

that system users not involved in its development were reluctant and
not invested in the system enough to want to see it work.

Mitro££

(1979, p. 404), found another basic explanation for failure of management information systems, which had to do with conceptual and human
facets of the system often received little consideration in the design
phase.
Herzlinger (1977, p. 274), documented a number of reasons why information systems of nonprofits failed which had to do with lack of
a systematic method for collecting information, lack of an incentive
to strive for quality and excellence, and resistance to using statistical
models for managing an organization.

King (1971, p. 8 ), further stated

that managers and system analysts, that is, theses who design the system in nonprofit organizations, need to work cooperatively in designing the system.
The information requirements of an information retrieval system
are broad base parameters of the information system.

Morris (1978,

p. 111) stated that a framework for analysis of an organizations
formation to determine its information requirements is:
1.

Descriptions of program characteristics.
A. Background and contextual information about
the program.
B. Critical features of the program.

in-
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2.

Backup data to support descriptions.
A. Implementation measures.
B. Discus's ion of program implementation.

Furthermore, these critical factors must be addressed when measuring
program progress and consequently- function for management as an information system to make decisions for the program,

Carlsen (1973~

p. 85), added that a close analytical look must be done on CJ.] re.,.
gulations, (2) policies, and (3) .information e.xhcange needs of the

•

system.

Cotter (J981, p. 35), suggests that defining the system

reports, establishing requir~ments, and developing forms to examine
the current situation could result in generating resources for allo-

tt

cation, projection of schedules, and required costs.

In fact~ these

were information requirements of an information retrieval system which
will be used to perform the duties of a manager.
McKinney's· (.198 , p. 144), process accountability definition
could be used fo.r measuring those program outputs which are nonqualitative, i.e., prevention of gang violence.

The measurement of these

objectives could be done through the use of surrogates or indirect
measurements which must be negotiated with funding sources at the
beginning of a contract.

Banovetz (1971, p. 352), adds that ·measuring

devices should provide managers with th.e necessary information for comparing standard measurement to understand the current state of affairs.
Banovetz, further, stated the val~e of administrative measurement as
beneficial to the continued development of an organization.
Information reporting requirements are subrequirements of an information retrieval system's set of requirements.

Cotter (_1981, p. 40),

stated such requirements must be refined to the extent that they pro-
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vide management with sufficient and timely information.

In fact, he

added, they often provide management with insufficient and imcomplete
data.
Information collection is another strategic aspect of the information retrieval system.

According to Fink (1978, p. 25), major tech-

niques fo~ collecting information involves, " ... reviewing currently
available measures and then choosing or adapting the most appropriate
one."

If a system is not in place for collecting information then

developing a system could get complex.

He suggests specific techni-

ques for carefully considering all aspects of the information collection system.
The implementation of information systems begins with a problem
definition according to Kupfer (1976, p. 27), which includes:
1.
2.
3.
4.
5.

user needs,
the system environment,
the resources available,
the deficiencies of the present system, and
the value of the proposed system to the institution.

Lowe (1978, pp. 216-233), suggested three considerations when
designing an information system for a community mental health organization:
1.
2.
3.

Data considerations.
People considerations.
System considerations.

Kupfer noted the diversity of design considerations which were similar
to Lowe's list.

However, Kupfer, cautioned against expecting a system

to be successful to the extent that it was in another environment.
System leadership is a major component of the implementation of
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•

an information system that Cotter (1981, p. 13) noted required skills
and decision making capabilities.

Leadership, she added, must be built

into the project structure to ensure system effectiveness.

Dehanty's

(1981, p. 34), strategy ensures system implementation for generating
voluntary cooperation to use the system by staff rather than they resist
and not use it.

•

Eder, (_1965, p. 105) , recommended that system leader-

ship perform a system survey when developing an implementation plan .
Cotter, (1981) and Bennes, (1969), both addressed strategies for
overcoming resistance to the implementation of change in an organization.
They agreed that when instituting change specific principles must be
addressed.

Cotter, (1981, p. 87), refers to these as the The System

Resistance Continuum.

Bennes', (_1969, pp. 330-334), principles consider

the diagnosis of an organizational environment as most important when
implementing changes formally and informally.

Banovetz, (.1971, p. 236),

stated that full reliance on a new information system should not occur
until a complete system conversion plan was implemented.

This of course,

he states, must be done at a carefully choosen time, e.g., at the beginning of a fiscal year.
Program evaluation gains significant value when the available
resources become scarce.

The stricter demand for program evaluation

of nonprofit community based organizations is expected in periods of
fiscal economic stress.

According to Greer, (1982, p. 152), the com-

petition and increased pressures for accountability could be effectively dealt with by program evaluation.

tJ

Greer, also stated, that

information obtained through program evaluation could be used for the

•

•
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the identification of problem areas in the program.

Greer, also

identified methods for cost benefit analysis to determine which programs to eliminate or keep in the budgeting process. Moreover, eval-

•

•

uation of community based organization could improve:
1.

Program accountability,

2.

Problem identification,

3.

Problem resolution, and

4.

Program fundability.

Banovetz, (1971, p. 352), demonstrated the need for measurement

•

/

in influencing decision makes as resources become scarce.

He discusses

the nature of a capital budget in relat~on to his four operation~! con~
siderations of a budget which are: legitimacy, conflict, consequences,

•

•

and__..size of organization for decision making. The URSA Institute dis- ...:•
cribed two types of budgeting processes used by non-profit organization:
1.

incremental budgeting;

2.

zero-based budgeting •

Monitoring the budget of an organization required specific tools that
compare financial information with what should happen and what' actually

•

•
•

•

happened.

The URSA Institute, suggest a set of questions for monitoring

a budget. What is the:
1.

Variance--why;

2.

Program changes and inefficiencies;

3.

Variance to plan and budget;

4.

Resources required.

The need for fundraising, according to the URSA Institute, included
three components:

•
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1.
2.

•

3.

the characteristic of the organization itself;
the variety of means by which fundraising can
be accomplished;
the potential sources of funds.

The continued funding of an organization according to the the URSA In~
stitute included six fundraising steps.

Furthermore, the six steps

could.prove to be excellent of the identification of appropriate
funding sources ~n the private and public sectors.

•

)'how to"

Blanc~ Facundo's

suggestions for Hispanic fundraisers gives special consid-

eration to those program managers committed to advancing the development of the state of the art for Hispanic fundraising.

•

Blanca Facundo,

recognized the singnificant cultural and language differences that
Hispanics must come to grips with to actively solicit from foundations
that traditionally have not been sensitive to issues of the Hispanic

•

community .
In conclusion, the information retrieval system proposed here could
be used to perform various functions of management:

•

•

1.

Planning

and controlling .

2.

Measuring performance.

3.

Program evaluation.

4.

(Hispanic) Fundraising strategies .

5.

Implementation af change.

These primary areas of the proposed information system will ensure that

•

•

•

resources are allocated for the continued funding of the Youth Services'
P.I.C.O. Program for fiscal year 1983-84 .

•

Chapter III

•
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PLANNING THE PROJECT

In the preceding chapters, the problem was stated, h..ypotheses

•

were formulated and the literature reviewed.

employed Desmond Cook's project management model to develop a planning subsystem for conducting the project.

•

The succeeding section

In th.is manner, an effort

was made to convert the (hypothetical) beneficial objective of the
prqject in Chapter I into a technical planning component in Chapter
III to test the potential solution to the problem/conflict defined

•

by the project planner.

PROJECT MODEL

Q
The major steps used to develop the planning subsystem included

•
•

•

these component parts:
1.

Project definition or work breakdown structure.

2.

Project work plan with graphical representation procedures.

3.

Project time frame for work tasks .

4.

Project schedule and resource allocation.

5.

Project cost estimation and budget preparation for pro-

I

posed work .
The planning subsystem served to develop the project data/information base needed to implement the project plan into the oper-·

•

•

ational phase of the project .
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PROJECT DEFINITION

The function of this subsyst em was to establish the boundaries
of the project by developin g an ordered structure of major and minor
objectives and the intended r esu lts that reflected the work to be
accomplished by the project manager.

Mission Statement
The overall mission statement of the project was to generate
a project for t he development of a formal standardized information
retrieval system for the Youth Services' Projects in Change and
Opportunities (.P.I.C.O.) Program in order to maximize t he continued
funding and services to the tar get population.

Th.e intended results

of the project plan would be to i ncrease the positive placement rate
by 10%, (.from 80% to 90%1 whi ch i s 5% greater than the 85% rate
established by the prime spons or for its contractors and th.e guaranteed maintenance of continued funding le:vels at $39,000.00 for
fiscal year 1983-84, to ensure quality services are delivered to the
target group.

In addition , the project plan would serve as a work-

ing document to produce time ly and accurate report s for the P. I.C,O.
program manager in planning and contro.lling activities of the program.
This document will also provi de dir ection for developing a information file on funding sources that have expressed an interest in programs like P. I. C. 0. which serves low-income youth. who are facing
unemployment, underemployment, and difficulty in leading a responsible
life free of the criminal justi ce system.

Finally, the project plan

•
94
will unify the data base of the P.I.C.O. Program to match the re-

•

porting requirements of the funding sources as delineated in the

•

Purpose

various contract provisions .

The purpose of the plan was to develop a planning subsystem for
the staff of the P.I.C.O. Program, in particular, the program mana-

•

ger which would be used as a means for a formal standardized information retrieval system to maximize continued funding of the program.
The Plan was designed to fulfill local needs of the P.I.C.O. Program

•

target area of Watsonville which is located at the southern end of
Santa CfUZ County.

•

and San Benito counties, as well as, Santa Clara County.

This is

not to say, however, that the plan is exclusive to the P.I.C.O.
Program.

•

Watsonville is a border community to Monterey

Under similar conditions, the plan may be implemented in

community based organizations which are both federally funded and
privately funded, i.e., foundation supported, and with a similar purpose .

•

Limits and Constraints
The limits and constraints of the project were described by

•

defining the form of project repres~ntation and limitations of the
project plan.
In addition, the project representation was probabilistic in

•

•

form.

The probabilistic system was helpful when functioning of the

system was at a level that prohibited strong predictions according to

•
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given output.

•

uncertain, the project was best planned and controlled by using this
technique.

•

Since the associated time and cost of the project was

Moreover, the project was limited because the project

would be contingent upon the acceptance of the project plan by the
Youth Services Director and the Management Information Unit of the
funding sources .

•
•

DEFINITION OF SYSTEM CONCEPTS

Workbreakdown Structure
In Cook's project model, work breakdown structure denoted the
project tasks or work to be performed, establishing a relationship

•

between the tasks and the major project objectives.

As such, it

also establishes the framework for the scheduling and control of the
project, which in turn functions to establish a framework for summar-

•

izing the schedule and cost status of the project at higher levels
of management.

In this subsystem, the most common terms were:

1.

•

Major end-item denoted the major objectives within the
project. Completion of each of these objectives would
complete the project .

2.

•

Workpackages denoted the list of specific tasks which
contributed to the development of one end item on the
workbreakdown structure. NOTE: In the workflow, the
concept milestone events was utilized synonymously with
workpackages .

3.

Tasks denoted those series of lesser jobs combined to
produce the objectives represented by the workpackages .

•
•

•
Workflow

•

In Cook's project model, workflow, denoted a work plan which
portrayed in a graphical manner the interrelationship and interdependency of tasks done to accomplish the objectives in the project

•

definition.
1.

Flowgraph denoted a diagrammatic representation in which
flow through the system was portrayed by a sequence of
unidirected arrows .

•

2.

Network denoted a graphical representation of all the
interrelated tasks or jobs that must be accomplished
to reach the intermediate and final objectives of the
project.

3.

Milestone events denoted the accomplishment of a series
of tasks in the form of a workpackage, which in turn completed a major end-item.

4.

Activities denoted those specific individual jobs, which
led to the completion of tasks, which must be accomplished
to reach the project objectives .

•
•

In this subsystem, the most common terms used were:

Time Estimation

•

In Cook's project model, t:j.me estimation denoted the development of a time frame for the total project and the individual activities and events within the project.

•

•
•

•

In this subsystem, the most

common terms were:
1.

Probabilistic estimates denoted time estimate procedures
based on the idea that uncertainty existed about a particular activity.

2.

Optimistic time estimates denoted the minimum time estimation based on the assumption that "everything will go
well" in completing an activity and was designated by the
symbol (Ot) in mathematical calculations.

3.

Realistic time estimates denoted the actual or the most
likely time the activity may be accomplished and was desig-

•
nated by the symbol (_Rt} in mathematical calculations·,

•
•

4.

Pessimistic time estimates denoted the maximum-lengtfi_of
time the activity would take under the 1IlOSt adverse con~
ditions and was designat~d by the sym'6ol (.Pt} in 1I1ath.e.matical calculations.

5.

Expected elapse time denoted the activity time esti1Ilation
for the project and was designated by the symbol CI'e) in
mathematical calculations. The £ormula utilized for Te
equalled'Ot + 4Rt + Pt
6

•
•

6.

Critical Path denoted the most time consuming pathway in
the network and was obtained by moving £orward while adding
the longest activity time estimates along the various path.ways in the network. Critical path. was designated by th.e
symbol (Cp) in mathematical calculations .

Scheduling
In Cook's project .model, scheduling denoted the translation of

•

the developed plan into a timetable, showing the periods for the

•

Resource Allocation

start and the completion 0£ the tasks in the project .

In Cook's project model, resource allocation denoted the translation of the accepted work flow into a schedule.

•

The process was

achieved by assigning the resources into manpower periods to accom~
plish the planned activities .

•

Cost and Budget Preparation
In Cook's project model, cost and budget preparation denoted

•
•

the management plan for operating and financing the project during
specific time periods.

Furthermore, the detailed plan of action

•

•
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was developed as a guide for control operations and as a standard
for evaluating performances.

In this subsystem, the most common

terms used were:

•

•

•

1.

Direct costs denoted those costs that were directly
traced to or associated with a particular activity or
task in the project.

2.

Indirect costs denoted those costs that were not traced
to a particular activity, task, or costing unit. Moreover, indirect costs were also frequently referred to as
"overhead" .

3.

Fixed costs denoted those costs that were incurred in order to provide the supplies for an activity.

4.

Costing units de~oted the work packages or segments of a
work package for which the costs of operation were accumulated.

5.

Variable costs denoted those costs which when totalled
depended upon the level of activity during the work period .

•
Project Objectives
For the purpose of this project plan, the term Project object-

•

ives was synonomous with the terms major end-items, workpackages,
and milestone events.

The objectives were short-ranged and consist-

ed of the following six major objectives:

•
•

•
•

1.

Formal Standardized Information Retrieval

2.

Formal Standardized Program Review and Analysis

3.

Formal Standardized Classification

4.

Formal Standardized Documentation

5.

Formal Standardized Storage and Retrieval

6.

Formal Standardized Reporting

•

•
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Criteria for Accomplishing Objectives
The primary criteriop established by the project manager was
that the activites for a major objective could not begin until the

•

previous objective was totally accomplished.·

Major End Items

•

The major end items served to accomplish the overall goal objective of the project.

The goal was to generate a project plan for

the development of a formal standardized information retrieval sys-

•

tem for Youth Services' P. I.C .0. Program.

•

End Item: The first major end item in the project was the formal

are listed above under Project Objectives.·

standardized review and analysis of the program's information system
environment.

•

•

The six major end items

The workpackages for the project end item consisted

of two tasks:
1-.

Interview procedures.

2.

Program data/information review analysis .

End Item: The second major end item in the project was the development of formal standardized classification procedures.

•

•
•

tasks consisted of:
1.

Incoming information process.

2.

Internal information process .

It's two

•
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End Item: The third major end item in the project was the devel-

•

opment of formal standardized documentation procedures.
tasks consisted of:

•
•

Its three

1.

Code and index subsystem.

2.

Forms preparation .

3.

Operation manual .

End Item: The fourth major end item in the project was the development of formal standardized storage and retrieval procedures.
Its three tasks cons.isted of:

•

1.

Information flow chart.

2.

File system.

3.

Operation manual •

•
End Item: The fifth major end item in the project was the development of formal standardized report procedures to meet the infor-

•

mation needs of the funding sources and maintain continued funding
for fiscal year 1983-84.

•

•

NOTE:

Its four tasks consisted of:

1.

Format .

2.

Data/information requirements.

3.

Preparation procedures.

4.

Submission constraints .
The major end items, the workpackages and tasks are illus-

trated in a workbreakdown structur_e in Figure 1, page 102 .

•
•

•
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Responsibility for Work Package Development

•

The Youth Services Director, P.I.C.O. Program Manager will
be responsible for the project work package development.

•

dition, every opportunity will be af£orded staf£ of the P.I.C.O .
Program and other signi£icant staff persons, i.e., that might be
users of the system in the development of work packages .

•

•
•

•

•
•

•
•

In ad~

•
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FIGURE I
WORKBREAKDOWN STRUCTURE

•

GJ

•

17

8

18 19

20

•
•
•

•

Workpackages or Milestone Events
1.

FORMAL STANDARDIZED INFORMATION RETRIEVAL SYSTEM

2.

FORMAL STANDARDIZED PROGRAM REVIEW AND ANALYSIS

3.

FORMAL STANDARDIZED CLASSIFICATION

4.

FORMAL STANDARDIZED DOCUMENTATION

5•

FORMAL STANDARDIZED STORAGE AND RETRIEVAL

6.

FORMAL STANDARDIZED REPORTING AND MAINTENANCE OF FUNDING IN
1983-84

----==i,,,._

Tasks for Workpackages

•
•

•

•

7.
8.
9.
10.
li.
12.
13.
14.
15.
16.
17.
18.
19.
20.

Identification and Interview of Staff and Funding Source Representatives
Identification, Review, and Analysis of Existing Information
System
Identification of Incoming Information Processes
Identification of Internal Information Processes
Code and Index Information System
Identification and Development of Information System Forms
Preparation of Standard Operating Procedures Manual for System
Development of Information Flow Chart
Formulation of Procedures for File System
Preparation of Standard Operating Procedures Manual for File System
Development of a Uniform Format for Reports
Identification of Data/Information Requirements for Reports
Development of Information Collection Report Procedures Manual
Identification of Deadlines and Document Submission Requirements

•
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WORK FLOW

The function of the work flow subsystem was to develop a g.raph.ical representation of the sequence of activities, tasks and mile-

•

•

stone events necessary to accompli~h the objectives identified in
the project definition subsystem.

Rules for Work-Flow Plan
The project definition was used as the primary basis for network construction by using a backward approach to move from a gen-

•

eral to a specific case.

This approach involved the identification

of major end items and working backwards to .reach the eventual
starting point.

•

The type of·:network used in the p.roj ect was the event-oriented
network.

In the event-oriented network, the primary concern was the

occurence of events.

•

•
•

Moreover, the identi£ication of events and the

order of their occurence made use of the PERT (Program Evaluation
and Review Technique) method.

Milestone Events ·
The milestone events included these objectives:
1.

Implementation of a Formal Standardized Information Re . .
trieval System .

2.

Formal Standardized Program Review and Analysis.

3. ·Formal Standardized Classification.

•
•

4•

Formal Standardized Documentation.

5.

Formal Standardized Storage and Retrieval.
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•

6.

Formal Standardized Reporti~g and Maintenance of Continued Funding for fiscal year 1983-84 .

Task and Event Numbering Decisions

•

In order to reach the milestone events, the tasks and activities included a set of preceeding and succeeding event numbers
(see Figure 2, p.105).

•

Moreover, numbers ranging from 1 to 27 were

utilized to indicate task events and milestone events .
In this particular project, two milestone events (i.e., #1 and
#27 of Figure 2) were identified and served to'represent the start

•

and completion of the project.

Aside from these two milestone events,

four other milestone and twenty-seven task events were identified
and represented the points of accomplishment in the network, such

•

·-

-

as the start or completion of activities in the network .
The activities were those job~ which were accomplihsed so as
to reach the task and milestone events in the workflow.

•

For this

specific project, attention was given to describing the exact or
specific nature of the activities.

Furthermore, the activity num-

bers in the network were designed by giving the preceeding and suc-

•

ceeding event numbers for each activity a letter. The letters ranged
from A to G, accounting for twenty-seven specific activities .

•

Event Coding System
In order to construct the network for the work plan, some basic

•
•

symbols were used to represent the milestone events, task events and
activities.

For example:

fl
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FIGURE 2
PROJECT WORK FLOW

fJ

e

ff

EVENT
CODE

ACTIVITY
CODE

.1:..:2

A

1-3

B

1-4

C

2-5
3-6

D
E

4-6

F

5-7
6-7

G
H

6-8
8-9

J

8-10

K

9-11
10-11
11-12

L
M
N

11-13

0

12-14

p

13-15

Q

14-16
15-16
16-17
17-18

R

I

s

T

u

17-19

V

17-20

w

ACTIVITY
Identify staff and funding source representatives to interview on program background.
Review contracts, documents, and client records
to identify and list program obligations, records management requirements, and program
classification areas.
Review hudgets to identify and list performance
levels of spending and categorical line items
of expenditure.
Prepare list of questions to use for interviews.
Draft list of contractual obligations, record
management requirements, and program classification areas .
Draft list of budget categories and expenditure
by line-items.
Meet and interview staff and funding sources.
Review existing set of program forms to identi~ 1 ·
fy and list information collection activities.
Draft summary report of forms and interviews.
Identify information categories of incoming
information processes (on a daily basis).
Identify critical information areas of the internal information processes (formal and informal networks).
Draft report on ·incoming information.
Draft report on internal information.
Develop code and index categories to match
identified information requirements areas.
Develop form(s) documenting information to
match code and index system.
Develop and formalize code and index procedures
to be included in Operations Manual.
Develop procedures for documenting information
on .forms.
Finalize code and index procedures.
Finalize procedures for forms.
Design information flow chart.
Develop procedures for new file system according to code and index system and program classification areas.
Schedule staff meetings to orient them to new
system.
Develop orientation packet for staff of new
system.
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~

EVENT
CODE
18-20
19-20

X

20-21

z

21-22
21-23

b

22-24
23-24

d

24-25
25-26
26-27

f
g

.

ff

8

'ACTIVITY
CODE
y

a

C

e

'ACTIVITY·
Develop Comre.rsion plan £or new system,
Meet with staff to provide them with orientation
to system.
Draft report of staff :meeting noting any changes
in system.
Install new system.
Develop format for repo.rting to funding sources
which is uniform and consistent with contracts,
Correct problem areas of new system.
Retrieve data/information required for reporting to funding sources.
Draft preliminary report,
Rewrite draft of .report.
Finalize .and submit report to £uncling source

~·

~

~

01

~

~

~

~

~

~.

~.

FIGURE 2
PROJECT WORK FLOW

J

C

)

e

Cs)

) 25

f

; (r---.
26 j

g

I

; 27

f-l
0
O'I

Pl
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1.

Milestone events were distinguished from task events by
a geometric figure such as a reetangle ( c::::J

2.

).

Task events were represented on the network by a geometric
figure such as a circle (

Q ) , which

is referred to

as a node.
3.

An

activity, on the other hand, was represented by a solid

arrow(--~~•), which is referred to as an arc.

f'J

In this project there was no connection estabfished·between the
length of the arc and the amount of time needed to ~each an event.

TIME ESTIMATION

The primary purpose of this subsystem was to develop a time
frame for the individual activities and events within the' p:foject.
This was done by providing information regarding the estimated individual activity time, total project completion time and the critical path in the work flow.

Probabilistic Estimating Procedures
This project used probabilistic estimating procedures to generate planning data and information to construct reasonably certain
and consistent time, cost and performance estimates.

"Probabilistic

estimates are based upon the fact that uncertainty ... exists about a
particular activity" (Cook, 1971, p. 108).

Since this project was

being conducted for the first time, a reasonable approximate time
estimate was made from the present knowledge of indiviqual activities

•

108

in the network.

•

In addition, it was necessary during the project

planning stage to make the adjustments and revisions necessary to
obtain better time estimates .

•

Pre-Planning Rules and Procedures
One of the principle rules in the starting__.p6int for~ time .. esti-

•

mation involved the accessibility of work packages and activities
in the project.

Furthermore, a well-defined and logically arranged

work flow plan served as a prerequisite for calculating the time

•

estimates.

In this project, the time estimates were ·calculated within

the work flow primarily on a random basis.

According to Cook (_1971,

pp. 109-110), this pro·cedure prevents "individuals from adjusting

•

I.
1.

their estimates for activities which come later in the project because of estimates made for tasks that come earlier."

Probabilistic Procedures
In this project, the PERT method was used to determine the
activity time estimates.

•

In the PERT method, three estimates of

time were usually given for each individual activity.

These esti-

mates we~e identified as optimistic, realistic, and pessimistic.
The optimistic time estimate as designated by the symbol (Ot) and

•

was based on the assumption that an activity could be accomplished
or completed in a minimum length of time if everything went extremely well (Cook, -1971, pp. 110-111).

•
•

The realistic time esti-

mate was designated by the symbol (Rt) and was the actuaJ or
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FIGURE 3

.

BETA DISTRIBUTION
Activity
Star.t

Activity Finish
Optimistic

I

Most likely
(Realistic)

I

Rt

Ot

Te=

*NOTE:

Pessimistic
Pt

Ot + 4Rt + Pt
6

The Beta Distribution Chart is a graphical representation
of the probabilistic time calculations, displaying that
Realistic time is four times greater than Optimistic or
Pessimistic time calculations.
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most likely time an activity would take.

The pessimistic time es-

timate, designated by the symbol (Pt), was the maximum length of
time an activity would require under the most adverse conditions.
When these three individual time estimates were obtained, an expected elapse time estimation (Te) was established for each activity in
the work flow.

The following formula was used to calculate the

time estimates for each activity in the project:

Te=

Ot + 4Rt + Pt
6

Moreover, the distribution of time estimates in PERT were obtained through the use of probabilistic procedures referred to a
Beta Distribu~ion.

For example, the calculation of activity time

estimates can be illustrated using the procedural model illustrated
in Figure 3, p. 109.
of the

Values of Ot, Rt, and Pt were assigned for each

particular activities.

Furthermore, for the purpose of

this project plan, the time estimates for the activities in the network were calculated in terms of hours.

This is to say, that S

equaled one hour, and 2 equaled fifteen minutes.
The expected elapsed time was further illus-trated by describing the activities in the network and their predecessor and successor
events.

fJ

These activities, events and expected elapsed times are

listed in Table I, page .111 and illustrated in Figure 4, page 1.13 .

Critical Path
The critical pathway was the most time consuming pathway in
the network.

The critical path was identified in the flow graph by
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TABLE 1
Tabular Description of Activities, Activity
Time Estimation, Manpower and
Manpower Hours

sue

Ot*

A

D

14

B

E

C

ACTIVITY

ff

PRE

Pt* ·

Te

Mp

18

20

18

1 ''

20

120

180

200

173

lo

173

F

120

180

200

173

lo

173

'

Rt*

MPH

0

D

A

G

16

22

24

21

20

42

E

B

H

80

104

120

102

20

204

F

C

H

80

104

120

102

20

204

G

.D

I

16

22

24

.21

60

:i2€>

·H

EF

:r

:80

:104

120

102

20

204

I

GH

JK

80

:I04

120

102

20

204

.J

.I

L

280 -r - 350

400

346

K

.I

:M

· 280

350

400

346

0
·3
: 0
3

L

J

NO

180

200

210

198

:10

198

1038,
1038.
19s:
:

:M

.K

NO

180

200

210

198

·10

N

LM

p

:80

104

120

102

: 0
2

2oi

0

LM

Q

:so

104

120

102

:20

2oi

·P

.N

.R

160

210

240

206

:30

618

,·

Q

:0

:s

:so

104

.R

p

·TU

60

:S8

i

,·

120

102

:20

100

85

lo

. 85

·10

85

2oi

'.

s

'. Q

TU

.60

88

·100

.85

T

RS

, vw

: 80

104

120

102

.1

100

130

140

126

:20

0

.

102

f

.U

RS

:x

.-

·,

V

I

.Y

w

:T

z

'.

8

'48

14
68

252

i

16 .

13

10 •

80

67

20

13
134

l
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A.eTIVITY

.PRE

sue

X

u

y

V

z

YWX

a

·at*

·Rt*

·pt*

Te

· ·Mp

·MPH

z

80

104

120

102

20

104

z

80

104

120

102

30

306

ab

24

36

40

35

lo

35

z

C

192

260

300

255

20

510

b

z

d

64

88

96

85

20

170

C

a

e

80

104

120

102

20

204

d

b

e

12

18

20

17

20

3.4

e

cd

f

80

104

120

102

20

20,4

f

e

g

24

36

40

35

20

70

g

f

32

52

64

51

lo

51

TOTALS: .. ,2,950

3,858

NOTE:

PRE:

sue:
Ot:
Rt:

Preceding Activity
Succeeding Activity
Optimistic Time
Realistic Time

4,364 3,778
Pt:
Te:
Mp:
MPH:
0

Formulae:

Te= bt

+

4(Rt)
6

MPH= Tex Mp

+

Pt

7 ,4J..1

Pessimistic Time
Time Estimation
Manpower
Manpower Hours
Full-Time Staff

•

./

•

.,

•

•

•

•

•

•

•

FIGURE 4
CRITICAL PATH AND EXPECTED TIME OF A FORMULATED PLAN
FOR
A FORMAL STANDARDIZED INFORMATION
RETRIEVAL SYSTEM
FOR CONTINUED FUNDING OF YOlJfH SERVICES'
(P.I.C.O.) PROGRAM
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a double line (see Figure 4, p.

113) .

•
SCHEDULE AND RESOURCE ALLOCATION

•

The function of this subsystem was to establish a project schedule by translating the planned schedule derived from activity time·

•

estimates into specific periods.

Moreover, the start and completion

of the project was dependent upon resources available, cost estimations and other known .constraints .

•

Survey of Resources
The concept of resource allocation was related to the concept

•

of scheduling (Cook, 1971, p. 126).

was translated into a schedule by assigning resources to accomplish
planned activities.

•

•

For example, the project plan

Moreover, a project manager, an information

specialist, and secretary were assigned to perform the work activities.

Schedule Criterion
In order for the project manager to generate a workable schedule three criteria were considered:

•

1.

allowed.
2.

•
•

To conduct the project with the minimum amount of time

To conduct the project- with the minimum cost entered on
the network .

•
•
•
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3.

To maximize performance in terms of the number of manpower
hours required to complete the project.

Manpower Needs
Completion of the project required two full-time staff technicians and a half-time clerical worker .

•

Loading
Loading was defined as "the assignment of work to an operator,

•

machine or department."

Loading was designated a manpower (MP)

and served as the most important feature used to produce a timetable.
The loading function required, from the start, a statement of the work

•

required;

•

Load as a Histogram

this was done in terms of manpower (or machine) hours

(MPH) called "resource-time.n

In this project, it was convenient to represent the load as a
histogram, a vertical bar graph, the length of which was proportion-

•

al to the load (i.e., number of staff).

The simplest way of drawing

a histogram was by following the various paths of the network and
adding up the manpower requirements.

•

These requirements were then

plotted on a histogram as illustrated in Table 2, page

Load Capacity
The load capacity was a leveling concept used in the histogram

•

•

•

•

•

•

.•

•

.,

•

,

•

•

TABLE 2
HISTOGRAM I·LLUSTRATION OF RE90URCE PROFILE

i
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-
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6 ..
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6

5

5

z

i

tTJ
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E
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H
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Critical Path= 545
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(see Table 2, p_ 116) . It determined how much manpower would be re-

•

quired to complete the project relative to time estimation.

The

load capacity was determined by dividing the total expected elapse
time (Te) by the critical path time.

Staff Criterion
The staff criterion was a leveling concept used in the histo-

•

gram (see Ta.ble 2, p. 116) •

It determined how much manpower would be

required to complete the entire project within the critical path

•

•

time.

The staff criterion level was determined by dividing the

total manpower hours (MPH) by the critical path time.

Schedule. Development
Scheduling development illustrated the progress of the project,
relative to hours (see Figure 5, p. 118). The most time consuming

•

pathway in the network is known as the critical path and is illustrated by solid rectangles in Figure 5.

In contrast, all other

activities, outside the critical path, but essential in .completing

•

I.
•
•

the project, were illustrated.by the blank rectangles, representing
the non-critical path.

NOTE:

The slack time between the two paths

is illustrated by the broken lines.
ation of the critical path indicated
and complete the project .

As shown in Figure 5, calculhours were needed to begin

•

,.

•

•

•

•

•

•

•

•

•

/

FIGURE 5
ILLUSTRATION OF SO!EDULE DEVELOPMENT.BY BAR CHART
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COST AND BUDGET ESTI:MATION

•

The function of this subsystem was to generate cost estimates
and budget expenditures needed to accomplish the project as out-·

•

lined in the established time network.
objectives of PERT/Cost were twofold:
1.

•

In this project, the basic

To achieve a significantly more realistic and original
program cost estimate .

2.

To achieve a marked improvement in control against the
original estimate •

•

Budget Categories
The budget categories represented the cost items needed to

•
•

•
•

·,. --complete the project as illustrated in Table 3, p. 120.

The follow-

ing five budget categories were used in the project:
1.

Personnel Cost: This included the combined average
salaries and fringe benefits of two full-time technicians
and a half-time clerical worker ..

2.

Supplies: This 1ncluded supplies to be utilized within
the project.

3.

Equipment: This included equipment to be utilized within
the project .

4.

Communication: This included, largely, the installation
and utilization of the telephone.

5.

Indirect Costs: This included such costs as office space
and utilities, excluding communication .

Cost Calculation

•

•

Calculation of cost was done on an ·activity per activity basis .

•
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TABLE 3
TABULAR DESCRIPTION OF TOTAL COST ESTIMATION AND TOTAL PROJECT
RESOURCE ALLOCATION

•

j,

EVENT ACTIVITY
MPH
COOR
CODE

PERSONNEL

SUPPLIES EQUIPMENT

COMMUNICATION

INDIRECT
COST
.,

TOTAL

,

i•

•
•

•
•

·•

•

•

55.59

48.48

401.02

26.82

55.59

37.42

48. 8

401.02

56.39

.6 .51

13.49

9.08

11.87

97.34

25.50

273.87

31.62

65.54

44 .12

57.63

4 72. 78

25.50

273.87

31.62

65.54

44.12

57.63

472. 78

5-7

G

15.75

169.16

19.53

40.48

27.25

35.60

292.02

-6-7

25.50

2 73. 87

31.62

65.54

44.12

57.63

472. 78

25.50

2 73. 87

31.62

65.54

44.12

57.63

472. 78

8-9

H
I
J

129.75 1,393.52

333.46

224.47

293.24

2,405.58

8-10

K

129.75 1,393.52

160.89
160.89.

333.46

224.47

293.24

2,405.58

9-11

24.75

265.82

30.69

63.61

42.82

55.94

458.88

24.75

265.82

30.69

63.61

42.82

55.94

458.88

11-12

L
M
N

25.50
25.50

65.54
65.54

44-.12
44,12

472, 78

0

31.62
31.62

57.63

11-13

273.8:-Z,
273.87

12-14

p

77.25

8Q9.67

95.79

198.53

133 .. 64

57.63
174.59

472: 781,432.22

13-15

Q
R

25.50

273.87

44.12
18 .. 39

472. 78

114.17

65.54
27.32

5.7.63

10.63

31.62
13.18

24.02

197.08

114 .17

13.18

27.32

.18.39

24.02

297.08

136.94

15.81

32.77

22.06

28.82

236.40

1-4

•

$ 5.65

4-6

1-3
I

46.36

$ 4.33
37.42

A
B
C
D
E
F

1-2

2-5
3-6

6-8

10-11

14-16

s

2.5

$ 26.85

$ 3.10

$ 6.43

21.63t,

232.31

26.82

21.63

232.31

5.25

$

15-16
16-17

T

10.63
12.75

17-18

u

31.50

338.31

39.06

80.96

54.50

71.19

584.04

17-.19

V

1.63

17.51

2.02

4.19

2.82

3.68

30.22

.17-20

w

16.75

.179.90

20.77

43.05

28.98

37.86

310 .56

18-20

X

13.0

139.62

16.12

33.41

22.49

241.02

19-20

y

38.25

410.81

47.43

98.30

66.17

29 -~8
86.45

709.16

20-21

z

4.38

47.04

5.43

11.26

7.58

9.90

81.21

•
•
•
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Event

ACTIVITY

CODE

CODE

MPH

PERSONNEL

SUPPLIES

EQUIPMENT

COMMUNICATION

INDIRECT
COST

TOTAL

21-22

a

63.75

$ 684.68

$ 79.05

$ 163.84

$ 110. 29

$ 144.08

$1,181.94

21-23

b

21.25

228.23

26.35

54.61

36.76

48.03

393.98

22-24

C

25.50

273.87

31.62

65.54

44.12

57.63

472.78

23-24

d

4.25

45.65

5.27

10.92

7.35

9.61

. 78. 80

24-25

e

25.50

273.87

31.62

65.54

44.12

57.63

472.78

25-27

f

8.75

93.98

10. 85

22.49

15.14

22.49

164.95

26-27

g

6.38

68.52

7.91

16.40

11.04

14.42

118. 29

926 .41

•

$9,949.64

$1,149.68 $2,387.00

$1,603.71 $2,097.50 $17,187.53

NOTE: See Appendix D for a detailed breakdown for each budget category.
NOTE:

•

•
•
•
•

•

•

Each activity is presented by activity letter and by event
numbers. Thus, activity "A" is presented as the activity
between event code. "l" and "2" or Cl-2) .

•
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The following formulae illustrated how activity cost was calcul~

•
•

ated per category.

(.detailed breakdown of how each categorical

formula was derived is presented in Appendix

D ).

Personnel Cost (_PER).
*Full-Time Staff:
Formula:

PER cost per activity= X PR .x }1PH per activity ·

•

or
PER cost per activity= $10.74 x MPH per activity
**Part-Time Staff:

•

Formula:

PER cost per activity= X PR x MPH per activity
or
PER cost per activity = $ 0.00

•

.x MPH per activity

Supplies (SUP)
Formula:

•

SUP cost per activity= X SUP cost per MPH
tivity

.:ic

}1PH per ac-

or
SUP cost per activity = $ 1.24

.x MPH- per activity

Equipment (EQU)

•

Formula:

EQU cost per activity = X EQU cost per MPH .x 111PH per activity
or

•

EQU cost per activity = $ 2 .57

•

MPH per activity

Communication (C)
Formula:

•

.x

C cost per activity= X C cost per MPH x MPH per activity
or
C cost per activity = $ 1. 73

x MPH per activity
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Indirect Cost (IC)
Formula :

IC co st per act ivity = X IC cost per MPH x MPH per ac tivity
or
I C cost per activi ty = $2 . 26

x MPH per activity

• Individual Work Tasks of Workpackages
The list of activiti es shown in Figure 2, p. 105 of this proposal plan, comprised the wo r k tasks for workpackages in the pro ject.

Each activity was allocat ed res ource s as shown in Table 3 ,

p .120 .

Illustration of Account Numbers
An illustration of account numbers charged to workpackages and

end items is presented in Tab le 4, p. 124.

Summarization of Work Packages Costs
The summary of costs upward through the proje ct definition is
presented in Table 5 , p. 125·

Budget Summary
The budget categorie s for pro ject ac tivi t ies are outlined in
Figure 6, p . 126 .
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TABLE 4
ILLUSTRATION OF ACCOUNT NUMBERS CHARGED TO WORPACKAGES AND END ITEMS

~

2

-

7

(200)

,....___ 8

(210)

(220)

-

g

3

- ( 300)

-

,__[ 5 (50o)]

(400 )

14

~

'--

---11.0 (320

e-{5c420)

---

(330)
12

----

13

(4101

l

11

-

,__

(340)

(350)

lo.--

16

I

(430) j

17
(510)

~
)

-~
(530)

_g
,..._ 20

l

(610),
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TABLE 5
SUMMARIZATION OF WORKPACAGE COST ESTIMATES FOR TOTAL PROJECT
COST
1

$1 7 , 187.531

$616.06

$945.56

$236 .40

$873.80

$2,864.46

$1 876 . 00 . .

873.80

2 864.46

$1 905.00

$945.56

$433.48

$1 263.15

$393.98

~
78.80

$472.78

$164.95

,-$-1-18-1.-2-9----,

•
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FIGURE 6

•

FORMAL STANDARDIZED INFORMATION
RETRIEVAL SYSTEM
FOR
CONTINUED FUNDING OF
YOUTH SERVICES' P.I.C.O. PROGRAM
Watsonville, Calif. 95076

•

•

BUDGET SUMMARY
1.

Project Title: A Formal Standarized Information Retrieval System
For Continued Funding of Youth Services P.I.C.O.
Program .

2.

Funding Agency: Santa Cruz County Comprehensive Employment and
Training Program, Prime Sponsor.
David and Lucile Packard Foundation.
Office of Criminal Justice Planning Region M.
Santa Cruz County Revenue Sha;ring,
Heal th and Human Services Agency·;,

3.

Total Time:

4.

Dates: October 1, 1983 to January 15, 1984 .

e

•

Category
1.

•
•

•
•

545 hours

Personnel
a) Salaries &Wages Full-Time Staff/
Fringe benefits (20%) included .

$9,949.64

2.

Supplies

1,149.68

3.

Equipment

2,387.00

4.

Communication (Telephone)

1,603.71

5.

Indirect Costs
a. office space
b. transportation
c. Miscellaneous

2,097.50
TOTAL COSTS

$17,187.53

•

127

CHAPTER IV

•
•

Sill1MA.RY AND RECOMMENDATIONS

This summary reviews the principle points in the preceding
chapters and also presents the project planner's recommendations
together with suggestions for further implementation and evaluation

•

of the project plan while in actual operation.
The purpose of the project plan was to design, develop, and
conduct a research study of operating principles relative to the

•

development of a formal standardized information retrieval system
for Youth- Services' P.I.C.O. Program which will unify the documentation and measure the efficiency of the program for planning and

•

controlling the organization.
The major steps employed were Cook's project management model
to develop a planning subsystem of:

•
•
•

1.

Project Definition

2.

Work Flow

3.

Project Time Estimation

4.

Schedule and Resource Allocation Plan

5.

Project Cost Estimate

These components served to function in the planning subsystem
as follows:
1.

•
•

The project definition developed an ordered structure of
major subordinate objectives which provided the work to
be accomplished by the project administration .

•
•
•

•
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2.

The work flow developed a graphical representation 0£ the
sequence of activities and events necessary to accomplish
the objectives in the project definition .

3.

The time estimation subsystem provided a time frame for
the individual activities and events in the project.

4 .•

The scheduling and resource allocation plan served to
establish the project schedule, Furthermore, an estimate
of resource availability was made as well as the resource
time required to complete each activity of the project,

5.

The specific total cost estimate for each work package
was established, as well as the total cost estimate for
the total project .

PERT procedures were employed to plan .major activities and
events in the project plan.

•

In conclusion, the planning system desc.ribed in the project
plan served as the data and information base for operations in the
control subsystem .

•
•

RECOMMENDATIONS

The implementation of the project plan will maximize the continued funding of the Youth Services' P.I.C.O. Program and insure
that maximum level of services are delivered to the target population .

•

The possible implementation of this plan in other similar programs
that provide services to youth who are low _income, in trouble with
the criminal justice, and unemployed.

•

ministrator must monitor the completion of each workpackage to insure
standardization of meaning.

•
•

Moreover, the project ad-

Specifically, this monitoring of the

project plan would identify any deviation from the plan, thus enabling
the project administrator to take corrective action .

•
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In conclusion, the project planner emphasizes the formulation

•

of an operational controlled sub.system fo.r the meaningful commun ...
ication of the project plan .

•
•
•

•
•

•
•

•

•
•
•

•
•

•
•

•
•

•
•
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APPENDIX A
Essential Variables, Attributes, and Activities

r -

•
•

•
•

•
•
•

•

APPENDIX B
Santa Cruz County CETA IMU Assessment Report

APPENDIX C
Foundation File Index

APPENDIX D
Cost and Budget Estimation Detail

•
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APPENDIX A

•

BENEFICIAL
ATTRIBUTES

&ACTIVITIES*

Formal

•
•

•
•

a) Review contracts and
and client records to
identify and list program obligations,
records management
requirements, and
program classification
areas.

VARIALBLES
FORMALITY
OF
DOCUMENTATION
OF
INFORMATION
RETRIEVAL
SYSTEM

•
•

•

INFORMAL
a) Review contracts and
documents and client
records.

b) Review Budgets to identify and list performance levels of spending
and categorical line
items of expenditure.

b) Review budgets.

c) Draft list of contractual obligations, records
management requirements
and program classification areas.

c) Determine what are
contractual obligations,
records management
requirements and program classification
areas.

d) Draft list of budget
categories and expenditures by line item.

•

DETRIMENTAL
ATTRIBUTES &ACTIVITIES

STANDARDIZED
a) Review program forms
to identify and list·
information collection activities.
b) Meet and interview
funding source
representatives on
program background
and funding obligations.
c) Draft summary of interviews, information
collection activities
and submit to funding
source .

d) Determine budget
categories and line
item expenditure .

STANDAF.DIZATION
OF
REPORTING
REQUIREMENTS
AND
PROGRAM
OR
PROCESS
ACCOUNTABILITY

NON-STANDARDIZED
a) Use of existing program
forms for information
collection activities.
b) contact witH funding
sources regarding program
accountability.
c) Reports are prepared to
funding sources

•
•
•

•
•
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APPENDIX A
BENEFICIAL
ATTRIBUTES

&ACTIVITIES

UNIFORM DOCUMENTATION
a) Identify information
categories of incoming information
processes.
b) Identify critical
information areas of
the internal information processes .

•
•

,.

a) Develop code and index c~tegories to match
identified information
requirements areas.

•

DETRIMENTAL
Ar.TRIBUTES &ACTIVITIES

a) Incoming information.

AND

EVALUATION
PROGRAM'S
· PROGRESS

b) Internal information.

c) Determine categories
of incoming information.
d) Determine categories
of incoming information.

d) ;--Dr.aft-- ~eport ~:on ·1n---:ternal information .

EFFICIENCY
OF
PROGRAM
IMPLEMENTATION

INEFFICIENT
a) Information requirement
areas.

b) Develop forms documenting information to
match code and index
system.

b) documenting information.

c) Develop and formalize
code and index proce<lures to be included
in operations manual.

c) operations procedures.

d) Develop and formalize
procedures for documenting information on
new forms.

d) documenting procedures.

MAXIMIZED CONTINUITY

•

UNIFORMITY
OF
DOCUMENTATION
IN
MEASUREMENT

c) Draft report on.incoming information.

EFFICIENT

•

VARIABLES .

a) Proposals are prepared,
coded and indexed
according to funding
source criteria and
subm1ted for funding
for fiscal year 1983
to 84 .

CONTINUITY
OF
SOURCES
AND

SERVICES
TO
TARGETGROUP

MINIZED CONTINUITY
a) Proposals prepared and
submited to funding source .

.,_---------~----~----------------.;.._-iiiiiiiiiiiiiiiiiiiiiiiiiiiiii=====;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;,;;;;;;;;;;;;;;;;;;;;;;;;;;;.,,

•
•

SJ\NTA CRUZ COUN1Y CETA
ASSESSM:NT REPORT FOR FISCAL YEAR 1981

APPEND!~ B

PROVIDER OF SERVICE:
TYPE OF ~ERVICE:
ASSESSMENT PERIOD:
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Santa Cruz Commu~ity Counseling Center (Youth Services
Title IV Youth Employment and Training Programs (YETP)
and Youth Community Conservation Improvement (YCCIP)
October 1, 1980 to September 30, 1981

CONTRACT NO: 8156-Dl (YETP)
8156-El Mini Service Center

TOTAL FUNDING: Sl89 676
8156-D2 (YCCIP) (Including ParEici'ant Costs

A: PROGRAr1 NARRATIVE:

•
•

•
•
•

•
•
•
•

The goal of the Santa Cruz Community Counseling Center is to provide Countywide drug abuse prevention, treatment, and rehabilitation services by
improving the availability and accessibility of these services to all
drug abusers requiring them; including youth, minorities, and ex--offenders.
The Center also works to redur.e the three primary symptoms of alienation
among youth: -drug abuse, delinquency and truancy by providing counseling,
educational and economic and recreational alternatives to youth and
their families.
The activities include prevention, treatment an4 rehabilitation services
through four components: Youth Services, which provides family counseling
and crisis intervention, as well as vocational counseling and job training;
Sunflower House, which provides long term residential treatment to drug
abusing adults; Oranda Parolee Halfway House, with emphasis on housing,
vocational planning, budgeting and personal counseling for ex-offenders;
and the Counseling Center, which provides outpatient counseling services
with a wide variety of treatment approaches.
The focus of this review centers upon the three Title IV Youth (YETP and
YCCIP) contracts that are administered under the youth services component
of the Santa Cruz Counseling Center. They consist of a project in change
and opportunities (PICO) funded through both YETP and YCCIP, and a mini
service center component, which provides special services to youth, which
provides special services to youth, which is funded under·Title IV YETP .
The PICO program is an employment and training program designed to serve
out-of-school youth between the ages of 16-21 years of age. The PICO
program is operated on a county-wide basis, w,ith services being provided
to out-of-school youth only.
The primary work experience activities of the PICO program are participation in-work_ cl;'ews e_ngaged- in light remodeling and maintenance. In
addition, work experience is also made available to participants based on
their assessed needs. While the Coordinator is involved in all phases of
the program, those primarily responsible for the crews are the On-Site
Supervisors. The work experience training is the responsibility of the
Educational/Vocational Counselor and Youth Services staff. All participants receive individual counseling and evaluation, group trainings, and_
individual tutoring or other needed supportive services on a weekly bas~s.
Orientation, vocational assessment and counseling, and job development.
and placement are the responsibilities of the PICO Coordinator and
Educational/Vocational Counselor .

1

•
•

•

A: PROGRAM NARRATIVE: (CONTINUED)
The mini service center program serves the youth population in general,
and is responsible for recruiting and referring CETA-eligible youth between
the ages of 16 to 21 years to appropriate training programs for enrollment.
The Program Coordinator, ·in conjunction with the Vocational· Counselor,
assesses the individual participant's progress and schedules vocational
counseling and training as needed. Youth participants receive supervision
and counseling directed at basic work and job procurement skills. They
are given vocational orientation to the occupations that match their
interest. Youth Services provides a Job and Project Developer who is
responsible for developing unsubsidized jobs. Santa Cruz Community
Counseling Center has contractually agreed to complete the above activated
within specified timeframes, and to document those services accurately.

B: ADr-UNISTRATIYE OVERVI&J:

•

All assessment ratings are based on the areas which reflect the administrative capabilities of currently CETA funded agencies to effectively
administer their FY 1981 training contract. The results are as follows:
1.

ADMINISTRATIVE:
The purpose of the Santa Cruz Community Counseling Center annual
monitoring review was to check for contract compliance in providing
work experience training to CETA-eligible persons in Santa Cruz County.

e

Administrative procedures and practices were monitored and reviewed
for compliance and/or compatibility with (1) U.S. Department of Labor
Federal reg-ulations, (2) the Service Plans and Cost Plans of the
Santa Cruz Community Counseilng Center's· Title IV contracts, (3)
the Comprehensive Employment and Training Plan, and (4) Santa Cruz
County Prime Sponsor policies and procedures.

•

The scope of the monitoring review was to focus on information in
each of the following major areas of concern: (1) program administration, (2) fiscal performance, (3) participant records and
eligibility, and (4) work experience training activities in addition
to special services for ~outh.

e

A CETA compliance review was conducted for the period of October 1, 1980
to March 15, 1981. Overall review indicated that program goals were
being achieved and contracted services were being provided.

e

A few areas were noted within the compliance review which needed
corrective action to be taken by the agency. These were preliminary
in the areas of documentation and internal program evaluation •

•
•

•

II.

AUDIT:
The financial and compliance audit of Santa Cruz Community Counseling
Center for the CETA Title IV YETP and YCCIP contracts was conducted
by the County of Santa Cruz Auditor-Controllor's Office for the
period of September 30, 1979 to October 1, 1980. There were no
questioned costs •

CI IRA IN ING AND PLACEf [NT DATA SUI:l'll\RY:
In order to receive a ready for funding rating of favorable evaluation of FY 1981 activities,
the program must achieve a minimum 85% positive termination rate, an average cost per positive
termination rate, an·average cost per positive termination at or below the planned cost as
contained in the contract, and no outstanding audits. All figures reflect data as of October 1, 1981,
unless otherwise noted.
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PICO-YETP
CONTRACT NUMBER:

CONTRACT AMOUNT: $135,630
(Including Participant Costs)
Total
Total
Placement
Positive
Placements
Rate
Termination

8156 -. Dl

Total·
Participants
Served

Total
Terminations

Positive
Termination
Rate

PLAN

27

27

-9

33%

22

81%

ACTUAL*

38

38.

14

37%

36

95%

141%

141%

i56%

112%

164%

% OF PLAN

* As ?.f 1Q.~-t<?:~,l

.. PLAN

ExE_enditures

Cost
Per
Termination

Cost Per
Positive
Termination

.$13.5,630

"$3,569

. $3,768

$.i11,.,, 2,13 ... **

_$2, 927

.:$3,089

ACTUAL

% OF PLAN

·82%

82%

117%

82%

** A$. qfi: 0·8-3_1_-8~.

,;,

•

•

••

•

•

~

.

•

•

•

•

•

•

C. TRAINING AND PLACfJ'ENT DATA SUff'.V\RY:. (CONTINUED)
0

4'

.....

PICO- YCCIP

CONTRACT NUMBER:

8156-02

Total .
Participants
Served

3

30%

8

80%

13

1)

3'

·23%

11

85%

130%

130%

100'%

77%

138%.

.

.. PLAN
ACTUAL

ExE_enditures

Cost
Per
Termination

Cost Per
Positive
Termination

.$37, 846

$3,785

$4,731

',$2,707

$3,199

. '$35,194,b'(.
,93%

% OF PLAN

•.

,

•

Positive
Termination
Rate

10

ACTUAL,.(

)'(*

Total
Terminations

10

PLAN

% OF PLAN

CONTRACT AMOUNT: $37,846
(Including Participant Costs)
Tota\
Total
Placement
Positive
Placements
Rate
Termination

72%

106%

68%

As,,of.r:Q8.:.3.:J,:-:-81 ..

•

•

•

•

•

•

•

•

•

•
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IMU SUMMARY REPORT
SANTA CRUZ COMMUNITY COUNSELING CENTER

•

•
•

•
•

•
•

••

•
•

I.

PURPOSE AND SCOPE OF REVIEW

The purpose of the Santa Cruz Community Counseling Center annual monitoring
review was to check for contract comp Hance in provi d_i ng work experience training to CETA-eligible persons in Santa Cruz County.
·
Administrative procedures and practices were monitored and reviewed for compliance and/or compatibility with (1) U.S. Department of Labor Federal Regulations,
(2) the Service Plans and Cost Plans of the Santa Cruz Community Counseling Center's Title IV, YETP Contracts, (3) the Comprehensive Employment and Training
Plan, and (4) Santa Cruz County Prime Sponsor policies and procedures .
. The scope of the monitoring review was to focus on information in each of
the''following major areas of concern: (1) program administration·, (2) fiscal
performance, (3) participant records and eligibility, and (4) work experience
training activities in addition to special services for youth .
II. BACKGROUND
The goal of the Santa Cruz Community Counseling Center is to provide Countywide drug abuse p'revention, treatment, and rehabilitation services by improving
the availability and accessibility of these services to all drug abusers requiring them; including youth, minorities, and ex-offenders. The Center also works
to reduce the three primary symptoms of alientation among youth: drug abuse,
delinquency and truancy, by providing counseling, educational and economic and
recreational alternatives to youth and their families.
The activities include on-going prevention, treatment and rehabilitation services through four components: Youth Services, which provides family counseling
and crisis intervention, as well as vocational counseling and job training: Sunflower House, which provides long term residential treatment to drug abusing
adults; Granda Parolee Halfway House, with emphasis on housing, vocational planning, budgeting and personal counseling for ex-offenders; and the Counseling
Center, which provides outpatient counseling services with a wide variety of
treatment approaches~
For purp_oses of this report, monitoring efforts were focused on the two CETA
Title IV contracts administered under the Youth Services component of the Santa
Cruz Community Counseling Center. The two programs reviewed are funded under
Youth Employment Training Programs (YETP) monies, and consist of a Project in
Change and Opportunities (PICO) work experience program, and a mini service center providing special services to youth.
The primary work experience activities of the PICO program are participation
in work crews engaged in light construction, remodeling and machine maintenance.
In addition, work experience in clerical and child care also is made available
to participants. While the coordinator is involved in all phases of the program,
those primarily responsible for the crews are the On-Site Supervisors. The
clerical and child care training and experience are the responsibility of the
Educational/Vocational Counselor and Youth Services staff. All participants receive: individual counseling and evaluation, group trainings, and individual
tutoring or other needed supportive services on a weekly basis. Orientation,

•
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vocational assessment and counseling, and job development and placement are the
responsibility of the PICO Coordinator and Educational/Vocational Counselor.

•

The mini service center program serves the youth population in general, and
is responsible for recruiting and referring CETA-eligible youth between the
ages of 16 to 21 years to appropriate training programs for enrollment. The
program coordinator, in conjunction with the vocational counselor, assesses the
individual participant s progress and schedules vocational counseling and tr~ining as needed. Youth participants receive supervision and counseling directed
at basic work and job procurement skills. They are given vocational orientation to the occupations that match their interest. Youth Services provides a
Job and Project Developer.who is responsible for developing unsubsidized jobs.
1

•
•

A total of 45 participants will be served by the PICO work experience program, and 45 participants through the mini servi·ce center by September 30, 1980 .
·_. A summary of findings of the monitoring review conducted and recommendati ans
for·corrective action follow. A summation of the Santa Cruz Community Counseling Center s response to the Independent Monitoring Unit Final Report also is
included.
1

III.

•

1•

I

I

I

le

I

I

le

•
•

MAJOR FINDINGS AND RECOMMENDATIONS

Review of program operator participant records indicated that files are not
always consistent in the kinds of documentation maintained. Partjcipants do not
always sign their timesheets. Participants were placed on administrative hold"---status without prior authorization of the CETA Service Center and completion of
the proper documentation. Participant evaluation forms are not always signed
by worksite supervisors, and their is no consistency in proper completion of
evaluation forms. CETA Employability Development Plans are not always signed
by the participants, nor is detailed information provided by program counselors
describing training goals and objectives. None of the PICO work experience positions. have written descriptions. There have been no participant files maintained by the mini service center staff due to their lack of fully understanding
contract requirements in this area. OJT·monies from the previous fiscal year ·
were carried into the 1980 contract; however, there was no contract modification
to indicate the inclusion of these funds. There appear to be significant training opportunities- available to participants. However, there is no detailed
documentation ma,ntained by the PICO work experience and mini service center
programs on the types of training activities which are offered, nor do there
exist written individual training plans for participants. Counseling sessions
appear to take place on a frequent basis, as do job development and follow-up
activities. However, participant documentation appears to be lacking in details,
and in many instances is unclear. The program operator has been effective in
working closely with school dropouts - not only in providing work experience
training, but youth and family counseling, drug abuse information, information
on reducing youth violence, and an array of other services. Most CETA participants interviewed did not have a copy of the Employability Development Plan,
or understand how it fits in with their training and employment goals .
11

2
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•
IV. PROGRAM OPERATOR RESPONSE

•

The Santa Cruz Community Counseling Center stated its satisfaction with the
IMU final report and monitoring procedures .

V.

•

RECOMMENDATIONS

* Better reporting methods and techniques need to be developed and implemented
by the program operator in maintaining participant records and program documentation. Technical assistance should be provided by the CETA Operations
Unit.

* All pertinent documents should be properly ~iqned and completed by CETA par-

•

ticipants and appropriate program-staff, such-as timesheets, Employability
Development Plans, and participant evaluation forms. Corrective action is
~ the responsibility of the pr:_og~am OPE;:r~t~r.

* Participants must not be placed on administrative hold status without
11

11

•

prior authorization of the CETA Service Center and completion of the proper
documentation. The CETA Service Center should inform the prc,gram operator
of its administrative hold policy and procedures in writing.,

* Written job descriptions need to be developed by the program operator for

•
•

all work experience positions. Technical assistance should be provided by
the CETA Operations Unit as needed .

* The program operator needs to submit a written request to CETA asking for
a contract modification to include the OJT monies in the budget for this
fiscal year. The CETA Operations Unit should provide technical assistance.

* The Employability Development Plan document needs to be explained in detail
to CETA participants, so that they understand how it fits in with their
training and employment goals. Also, all EDP s must be signed by the participants. The CETA Operations Unit should coordinate this effort between
the Service Center and program operator .
1

•
•

•

•
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COUNTY OF SANTA CRUZ
EMPLOYMENT TRAINING PROGRAMS DEPARTMENT
INDEPENDENT MONITORING UNIT

•

FINAL REPORT - CETA ADMINISTRATION
PROGRAM OPERATOR SANTA CRUZ COMMUNITY COUNSELING CENTER YOUTH SERVICES/PICO

•

PROGRAM TITLE

TITLE IV-A YETP

PROGRAM DIRECTOR ROBERT KARDON

-----------------------

·- 42·l~A ·ocEAtt STREET, SANTA CRUZ, CA. 95060

ADDRESS

( 408) 425-1830

PHONE

•

CONTRACT NUMBER

503

TOTAL ALLOCATION

$ 73,232

REVIEW PERIOD

10-01-82

TO

08-18-82

REVIEW OATE(S) .

08-17-82

TO

09-02-82

REPORT DATE

09-03-82

PURPOSE OF REVIEW
To conduct a compliance review of Santa Cruz Counseling Center's PICO Title IV-A
YETP Contract, to verify compliance with the U.S. Department of Labor Federal
Regulations, all contract provisions, and Santa Cruz County Prime Sponsor
policies/procedures for FY 1982.

•

PROGRAM OPERATOR STAFF INTERVIEWED "(NAME ANO TITLE)
Juan Morales - PICO_ Program Manager
Becky Teaford - PICO Counselor
Robert Morquecho - CETA Counselor
Worksite Supervisors
Title IV-A YETP Participants

•

FACILITIES VISITED
Santa Cruz Counseling Center/PICO Facilities, 107 California St., Watsonville, CA.
Freedom School, Freedom, CA.
Pajaro School, Watsonville, CA.
1

e

EXIT INTERVIEW

NAME ANO TITLE
DATE

•-

-

Terry r::bri arty. ,Juan ?:Prales

Septem:er 16, 1982
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IMU REPORT
SANTA CRUZ COMMUNITY COUNSELING CENTER/PROJECT IN CHANGE AND OPPORTUNITIES (PICO)
I.

The purpose of the Santa Cruz Community Counseling Center/PICO review was
to check for contract compliance in providing work-experience activities
to CETA-eligible participants .

•

Administrative procedures and practices were monitored and reviewed for
compliance and/or compatability with (l) U.S. Department of Labor Federal
regulations, (2) the service plans and cost plans of Santa Cruz Community
Counseling Center/PICO, Title IV-A YETP Contract, (3) The Comprehensive
,Employment and Training Plan, and (4) Santa Cruz County Prime Sponsor
Policies and Procedures.

•

,.

The scope of the monitoring review was to focus on obtaining information
in each of the following areas of concern: (l} Participant records and
eligibility, (2) Program administration, (3) Fiscal performance, and
(4) Classroom training activities.
II.

•
•

•

•
'

.

Purpose and Scope of Review

Background
The Project in Change and Opportunities (PICO) of the Santa Cruz Community
Counseling Center provides work experience activities funded through the
County of Santa Cruz Employment Training Programs under CETA Title IV-A
YETP. The Title IV-A is designed to develop entry level skills for participants in clerical and maintenance - related occupations. Participants
are placed at individual worksites; maintenance participants work progress
is measured by their immediate supervisors, and clerical participant training
is provided by youth services and Santa Cruz Community Counseling staff •
Coupled with the work experience activities are vocational assessment, vocational
counseling a'nd job development/placement activities as appropriate. ,

,.

III.

A.

RECOMMENDATIONS

FINDINGS
Particieant Records
A sample file review of PICO participant records for
the Title IV-A YETP 503 contract was conducted during
the on-site monitoring review with the following findings:

-=t
'°
....

l.

B.

1. Both PICO and the Prime Sponsor are
commended for their performance in
this area.

PICO participant records appeared to be generally well
organized, complete, current and easily accessible for
monitoring review both at the PICO site and at the
Prime Sponsor MIS site.

'

Program Administration
l.

1. The Program Operator is commended
for its performance in this area.

General Provisions, Section 4 requires that the
Contractor establish and maintain internal program
management procedures for the effective administration
of its contract program.
On-site review indicated that PICO was generally in
compliance in this area •

2.

2.

General Provisions, All documentation as required by
the contract was readily available for review.

PICO is commended for their performance
in this- area.

Compliance wai verified in this area.
•

3. Special Provisions~ Section 4, states that the contractor
shall develop and distribute to its participants an Enrollee
Handbook upon initial enrollment

3. PICO is to be commended for performance
in this area.

On-site review verified compliance in this area.
4.

Special Provisions, Section 8 (a) states that the work
experience activities·shall provide only short-term
work assignments with employing agencies.

4.

PICO is to be commended for performance
in this area.

5.

PICO is to be commended for their
performance in this area .

IMU review confirmed compliance in this area.
5. Special Provisions, Section 8 (b) states that the work
experience activity shall be limited to persons who need
assistance in becoming accustomed to basic work
•requirements.

•

IMU review confirmed compliance in this area.

•

•

•

•

•

•

•

•

•

•

•

C.

•

•

TRAINING
1•

•

•

•

•

Performance

•·

RECOMMENDATIONS
1.

(503)
Title IV-A YETP
Total Served

-Actual
30

Male

14

Female

16

White

3

Black

0

Hispanic

27

Planned % Plan
22
136%

•

•

•

~1~ 5:r~~sp~:~i:~!~gb!nb~~~~~~
within 15% of plan.

~~

Corrective action to be completed
by S~ptember 30, 1982.

Race

Amer. Ind/Alaskan
Asian

Age
14 - 15

0

19
20 - 21

27

16 -

3

22-44
45-54

55+

'II

Total Terminated
Total Placed
Placement Rate
Total Placed in TrainingRelated Field
Training - Related
Placement rate
**

9

11

4
44%

4
36%

82%
122% ~*

....

122% -**

0

4

0

0

36%

0

.i::.....

Percent of plan formulation is based upon ·Department of Labor's following calculations:
Actual number of Placements w Number Planned Placements
Actual number of Terminatinn,T

N11mhi:ir- Phnni:iti

r~.-mi n:.Hnnc.-

~

II I.

~NDINGS

<)

~

~

~

~

~

REC!MMENDATION~

~

C. TRAINING
2. Noted in the Service Plan are the following Goals of Service:
Planned Goals
. Actual Goals
%of Pl~n
40%
Female Ethnic Minorities 85%
82%
Hispanics 35%
Ex-offenders 100%
Youth

53%
90%
90%
43%
100%

.

133 %
106 %
110 %

.

.

.

+

2. All areas dev1at1ng 1n excess of_ lS
of Plan must be brought to within
15% of Plan.
Corrective Action to be completed
by September 30, 1982.

to,h%

3. The Service Plan specifies the primary activities to be
perfonned by participants and the methods whereby
p~rticipant progress and evaluations will be conducted.

3.

No reconmendations required

4.

PICO is to be commended for their
performance in this area.

Sample participant and supervisor interviews indicated
that PICO was in contract compliance.
4.

Noted in the Service Plan is that participants will
receive individual and group counseling four times a month.
On-s1te reviews arid interviews verified compliance
in this area.

5.

On-site reviews were conducted on a 20% worksite sample,
included were supervisor interviews, participant interviews
and worksite review.
a) Worksites were generally in compliance with the
contract provisions.

5.

a)

No reconmendations required

b) The following works~tes did not appear to be in compliance
b) PICO must assure that signed
worksite agreements are at all
with the provision of the contract which states that worksite
agreements are established between PICO, participants
works i tes.
and agency.
·
Corrective action to be completed
Freedom School - No worksite agreement available for review.
by September 30, 1982
Pajaro School - Worksite agreement unsigned. The IMU was
.i::unable to verify compliance in this area.
00
c) Worksite supervisors were generally well informed with regard c) No reconmendations required
to their duties and responsibilities towards CETA participants.

I I I.

FINDINGS

RECOMMENDATIONS

d)

Participants appeared to be generally well informed
with regard to CETA and PICO policies and were
receiving work experience activities in accordance
with their needs.

d)

No recommendation required

e)

On-site interviews indicated participants were not
consistently informed about political, lobbying,
religious and union policies in regard to CETA programs.
They were also unclear with regard to CETA complaint
procedures.

e)

PICO must provide participants with
the appropriate information with
regard to complaint procedures,
political, lobbying, religious
and union activities.

en

..-::t'

Corrective action must be completea
by September 30, 1982.
6.

PICO is to be commended for their
performance in this area.

The service plan states that monthly on-site visits will be
made by PICO staff members to all participant worksites,
On-site review indicated compliance in this area.

7.

Noted in the service plan is that PICO will vocationally assess
7.
and counsel participants and provide job development and placement
services.

No recommendation required

On-site review indicated compliance in this area.
O.

FISCAl
1.

The expenditure rate for PICO as of July 31, 1982 is:
ACTUAL

TITLE IV-A YETP

PLAN

1.

% PLAN

Administration
$3085.17 $3146
98%
Work Experience
32,116.55 32,750
98%
,. 16,746.86 17,869
Services
94%
$51,948.58 53,765
TOTAL
97%
2. It appeared, upon a sample review of participant attendance
records by the IMU, that participant timesheets were signed
by both participants and supervisors.

C

•

~

•

C

e

e

All deviations are within 15%
of plan.
No recommendation required.

2.

e

No recommendation required

e

e

•

ACTIONS TO BE TAKEN

FINDINGS

E.

0

General

L('\

,...

1.

1. PICO overall, appears to provide an effective
work experience program for youth and generally
complies with the terms set forth in the contract.

.,,

F. Program C\)erator Q:mrents
1.

PICO has satisfactorily complied
with their_ contract.

1. PICX> .J:eqU3sted that a a:xrparasion of actual positive

1. As of July 31

tenni.natim indicators to plan be inclooed in this

I.MU .report.

Actual
No. Pos. Te:t111, 7
Pas. Tenn. Rate 78%

IV. Follow-Up Required.

Plan

%plan

10

70%

91%

86&

The type and time of follow-up have been provided in· the body
of this report. Corrective actions must be implemented as
outlined with this report, and all timeframes adhered to
as outlined. The Independent Monitoring Unit will conduct
follow-up monitoring reviews to verify all' areas of compliance
noted.

Prepared by:

.

Reviewed by:

e

~

l>

l~ '

I

Judy BenJ ami n
IHU Analyst
i-:Y-\""{""-c...1.:... --~-"---"'··""" ·• ~-. , I

Susan A. Mauriello
Acting Director
Eq>loyment Training Programs Department
~
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~
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~
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~

Name of Firm:

Telephone: _ _ _ _ _ _ _ __

Address: (Principal unit in area)
City, State, Zip:

Key Executives:
· ( for your purposQll)

Local Officers:
(Name and title; plus address and phone
if different from above.)

Headgyartersi (Location/AddrQ~I)
Officers:
(Name, title and address, if
different from above.)

Contribution, DQ~iaion-Haker1

Nature of BusinQIII

ContribYtiona Administrator:

!2lll:
Gro3a Sales Total

Year
Year
Year
$ _ _ _ _ _ Year
Net Income
$ _ _ _ _ _ Year _ _ __
$
Year
Have copy of Annual Report; Yea
No
Research Sources Uaed:
(Abbreviate or code each aource
checkod and date used, initial•
of researche'r:r.
$_ _ _ _ _
$_ _ _ _ _
$_ _ _ _ _

Code

CORPORATE

~

PROSPECT

~

Sot-Up
Rey.

RECORD

Confidential

Type of Local Unit(s)&
(Manufacturing, headquarter•
sales, distribution, etc~)

Numbor of EmployeQ~l
Your area:

<)

~

Company Foundationa
Y•• _:__ No
Offic@r11 (Nu•, Title, Function)

---

Known Giving Ranges: ($•a, dates)

Special Interests:
(Aid to Education, Gift Hatching,
Hospitals, etc.)

TYpical Interests:
(United Way, Boy Scouts, etc.)

~

i
t:I

H

Limitations and Reatif~tions:

::x:

~•'

(')

Directors and Hajo~ StockholdQrs:
(Name)

(If linkage develops, put
down title, address, etc.)

J{nown Gifts to Otherpz
organhat:ion
Q!ll . ...L

•

·~ocial and Economic Linkage~&

Pu!E2,1•

(over or see following)
Rating:

(Amount to be sought)

Gifts and Refusals:
Solicitor
~
...L

Pu,!E20

(over or see following)
I-'
(JI

I-'

e
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5TAT! 01' CALIFORNIA

CALIFORNIA STATE OFFICE OF ECONOMIC OPPORTUNITY
EMPLOYMENT DEVELOPMENT DEPARTMENT
FEDERAL ASSISTANCE PROGRAMS RETRIEVAL SYSTEM
(FAPRS)
INTRODUCTION
The United States Government provides over 1,000 loan and grants
· programs for the states, counties, cities, individuals and a wide
spectrum 0£ other entities. The annual appropriation for these
programs approaches sixty billion dollars. However, the complexity of the programs and the complications of an endtess-'artay of , •
other factors tends to confuse many potential recipients causing
problems left unsolved and needs unmet while ass:lstance passes
by unknown and/or unused.

c,.

Within California, STATE AGENCIES AND LOCAL GOVERNMENTS can quickly obtain information about those fe,deral programs available to
meet their n,eed and solve their problems. The State Office of
Economic Opportunity provides such assistance free of charge
through a computer service which has been designed specifically
for that purpose. Known as the Federal Assistance Program Retrieval System (FAPRS), it is capable of high speed identification of
those programs for which a requester is eligible in twenty catetories
and one hundred seventy-six subcategories.
REQUEST PROCEDURE
To institute a search for possible grant-in-aid programs, a requester
must complete a FAPRS Request Form (See attachedj and return it to:
Susan Lujan, Field Specialist III
Calif. State Office of Economic Opportunity
Balance of State Unit
555 Capitol Mall, Room 325
Sacramento, CA 95814
(916) 322-2940
Upon receipt of a completed Request Form, an individualized search
will be conducted for those grant, loan and technical assistance programs available to meet the requirements of the requesting antity. A
printout of those grant-in-aid programs pertinent to the specific need
desc:~bed will be. sent free of charge to the requester.
If you have any que~tions relative to FAPRS or the request procedure,
~1lease write to the above stated FAPRS Search Unit or phone (916)
322-2940. For future use, make copies of the attached Request Form.
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TYPE OF ASSISTANCE DEFINITIONS

...

A.

Formula Grants - Allocations of money to Statas or their subdivisions in accordance
with distribution fonnula prescribed by law or administrative regulation, for activities of a continuing nature not confined to a specific project.

B.

Proiect Grants - The funding, for fixed of known periods, of spe~ific projects or the
de1 very of specific services or products without liability fo~ damages for failure
to perlonn. Project grants include fellowships. scholarships, research grants, training grants, traineeships, experimental and demonstration grants. evaluation grants,
planning grants, technical assistance grants, survey grants, construction grants and
unsoli(ited contractual agreements.

c.

Direct Pa~nts for S~ecified Use - Financial assistance from the Federal Government
prov1dedrect1y 1nndividua1s, private.firms and other private institutions tQ.
encourave or subsidize I particular activity by conditioning the receipt of the assistanca on a particular perfol"fflllnca by the rtc1pient. This does not include solicited
contracts for the procurement of goods and services for the Federal Government •

. .,

D. Direct Pa~nts.with Unrestricted Use - Financial assistance fran the Federal Government
providedrectly to beneficiaries who satisfy Federal eligibility requirements with
no restrictions being imposed on the recipient as to how the money 1s spent. Included
are payments under retil"effll!nt, pension and c011P9nsa.tion programs.

~

E. Direct Loans - Financial assistance provided through the lending of Federal monies for

a specific period of time, with a reasonable expectation of repayment. Such loans may
or may not require the payment of interest.

F. Guaran~Insured Loans - Programs in which the Federal Government makes an arrangement tonemnify a lender against part or all of any defaults by those responsible
for repayment of loans.

~

G.

Insurance - Financial assistance provided to assure reimbursement for losses sustained
under specified conditions. Coverage may be provided directly by the Federal Government
or through private carrier~ and may or may not involve the payment of premiums.

H.

Sile Exchan e or Donation of Pro rt and ods - ProgrUIS which provide for the sale.
exchuge or onat on o edera rea property, personal prOl)erty, c0111110dities and other
goods including land, building, equipment. food and drugs. This does Jl2! include the
loan of, use of, or access to Federal facilities or property.

~
I.

Use of Property. Facilities and Equipment - Progl"UIS which provide for the loan of, use
to Federal facilities or property wherein the Federally owned facilities
or property do not remain in the possession of the ~ipient of the assistance.

ol, or access

J. Provision of Specialized Services• P\"Og!°W which provide Federal personnel to directly
perform certain tasks for the benefit.of c01111Wtities or individuals. These services may
be performed in conjunction with non-Federal personnel, but they involve more than consultation, adVice or counseling;

K.

Advisory Services and Counseling - Pl"Ogl"QIS which provide Federal specialists to consult,
advise or counsel camiun1ties or1ndiv1duals including conferences, workshops or personal
contacts. This may involve the use of published information, but only in a secondary
capacity.

I.. -.01s~11&t1•,~ed'llri~fnt'o~iffl·-- Pt-091•Mll wtrie~de for the publication and
d1stFution ori?~rmaYoii or t i of a specialized. ~ical nature frequently through
clearinghouses or libraries. This does not include conventional public information ser-

vices designed for general public consumption.

M. Trainin? - Programs which provide instructional activities conducted directly by a Federal
agency or ind1v1duals not employed by the Federal GoverftlWnt.
N.

Investigation gf Complaints - Federal adlllinistrat1ve agency activities that are initiated
in response to requests., either fol"ffl!ll or infonnal, to examine or 1nvest1gate claims of
violations of Federal statutes, policy or procadurt. The origination of such claims must
coma from outside the Federal Goverrment.

a.. Federal

~loTont - Progr!IIIS which rtflKt the Governll'IIIJlt-wfde responsibilities of the
Civil Servce 011111ission 1n the recruitment and hiring of Federal civilian agency personnel.

P.

Research Contracts - Federal assistance designed to support research in situations where
the transmission of funds would be better handled through contracts rather than through
grants. The research contract is for personal or pl"Ofessional services, or for any
servtce to be rendered by a university, co11ege, hospital, public agency or non-profit
research institution. The principal purpose of such contracts is to create, develop or
improve products, pracesses or methods for public use, or to operate programs benefitting
the public.

.- i.,
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STAT! OP CALll'OINIA

CALIFORNIA STATE OFFICE OF ECONOMIC OPPORTUNITY
555 Capitol Mall, Room 325, Sacramento, CA 95814
fj

tJ

The Federal Assistance Programs Retrieval System (FAPRS)
Request Fonn
.•
for State Agencies and Local Governments
Agency/Organization: __________
Program information is requested for what:
Contact Person:
City or Town:------,------County:
Address:
State:
Telephone:
Briefly state purpose of request .- describe project: s-,•·+:····-:·.
FOR EACH OF THE FOLLOWING QUESTIONS CIRCLE ONE ANSWER
THE APPLICANT ENTITY IS:
09 Government - General {may include 10-22)
10 Federal
11 Interstate
12 Intrastate
13 State Regional/District
14 State
15 Local (excludes Institutions of
Higher Education, Hospitals)
17 Metropolitan Area (SMSA)
18 Sponsored Organization {CAA, Model City)
20 Public Nonprofit Institutions/Organizations
(includes Institutions of Higher Education,
Hospitals)
·
21 Other Public Institutions/Orgariizatfons
22 Federally Designated Indian Tribe

Non-Government - General (may include

30

31-39)
31 Individual/Family
32 Minority Group (Black, American Indian,

Spanish Orgin)
Specialized Group (Health Professional,
Student, Veteran)
Small Business (less than 500 employees)
Profit Organization
•
Private Nonprofit Institutions/Organiza- ',•i.'
tions (includes Institutions of Higher
Education, Hospitals)
Quasi-Public Nonprofit Institutions/
Organizations
Other Private Institutuions/Organizations
Anyone/General Public

33
34

35
36

37
38
39

THE POPULATION IS:
1. 2,499 or less

2.
3.
4.

s.•~-20,000

2,500 -- 4,999
5,000 -- 9,999
10,000 -- 19,999

-- 24,999
25,000 -- 49,999

6.

7. Over 50,000
8. Multi-Jurisdictional

.TYPE OF ASSISTANCE:
(Definitions are located
A. Formula Grants
B. Project Grants
C. Direct Payments for Specified Use
D. Direct Payments with Unrestricted Use
E. Direct Loans
F. Guaranteed/Insured Loans
G. Insurance
H. Sale, Exchange or Donation of Property
& Goods

on
I.
J.
K.
L.
M.

page 2 of the Infonnation Sheet)

N..

0.
P.

Use of Property, Facilities & Equipment
Provision of Specialized Services
Advisory Services & Counseling
Dissemination of Technical Information
Training
Investigation of Complaints
Federal Employment
Research Contracts

>

, .:\1;~ _··

·'. ,_!.?71···?

,t/ :·

I
I~
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P1ease specify the items for which you are requesting infonnation by circling the letter
of the major category and the letter (or letters) of the subcategories under the major
tategory: FAPRS service is provided by HCD to assist state agencies and local governments
in search of federal funding sources for specified needs. PLEASE LIMIT YOUR REQUEST TO
A SINGLE WELL DEFINED TOPIC. .
'
A.

B.

CJ

D·.

AGRICULTURE
K Resource Conserva~on and Deyelopment
L Production and Operations
M Marketing..,
·
N Research •and Development

0 Techni.cal' Assistance, Information
and Services
P Forestry
Q Stabilization and Conservation Services

BUSINESS.AND COMMERCE
K Small Business
L Economic Development
.
M Economic Injury and Natural Disaster
N Conmerical Fisheries
a Maritime

P International
Q Statistics
R Special Technical Services
S Minority Business Enterprises

COMMUNITY DEVELOPMENT
K Planning and Research
L Construction, Renewal and Operations
M Historical Preservation
N Rural Comnunity Development
ff Recreation
P Site Acquisition

Q Indian Action Services
R Federal Surplus Property
S Technical Assistance and Services
T Land Acquisition
U Fire Protection

CONSUMER PROTECTION
K Regulation, Inspection, Enfor<cement
I Complaint Investigation

M

Infonnation and Educational Services

E. CULTURAL AFFAIRS
K

F. DISASTER PREVENTION ANO RELIEF
K Emergency Preparedness, Civil Defense
L Flood Prevention and Control
~
G;

L. PrOftlltion of the Humanities

Promotion of the Arts

EDUCATION
A Dental Educati·orr·a:na·~Trflffffig· ,_
B Educational Equipment and Resources
C Educational Facilities
D Elementary and Secondary
E General Research and Evaluation
F Handicapped Education
G Health Education and Training
H Higher Education-General
I Indjan Education
J Libraries and Technical Infonnation
Services
K Medical Education and Training
~·Nuclear Education and Training
M Nursing Education
N Resource Dev~lopment and SupportElementary, Secondary Education

M Emergency Health Services
N Disaster Relief-

--~-~,::'"·cf·

Rfjsource -Oeve 1opment and Support-

and Special Interest
Organizations
P Resource Development and SupportHigher Education
Q- Resource Development and Support-·
Land and Equipment
R Resource Deve 1opment and· ·supportSchoo l Aid
S Resource Development ano ~u~portScience
1· Resource Development and SupportStudent Financial Aid
U Resource Development and Support•· · Vocational Education and Handicapped
Education
V- T~acher Training
[W_: Vocational Oeve 1opment

'•,<

General

r-

rt,
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3 .}(.

EMPLOYMENT, LABOR ANC TRAIJHNG
Assistance to State and Local
Government
s Statistical
T Labor Management Services
u Facilities~ Planning, Construction
and Equipment
R

Program Development
'M Job Training, Employment
N Fed~ral Employment
0 Bonding and Certification
p Equal Employment Opportunity
Q Assistance and Services for the Unemployed
l.

t,
I.

1~

J.

t,
K.

ENERGY
K Conservation
L Research and Development
M Education and Training
ENVIRONMENTAL QUALITY
K Water Pollution Control
L Air Pollution Control
M Sol id Waste Management·
FOOD AND NUTRITION
K Food and Nutrition for Children
L Food Inspection

~

N Facilities and Equipment
0 Specialized Technical Services
p General Infonnation Services

N Pesticides Control
Radiation Control
p Research, Education, Training

0

Food and Nutrition for Individuals
and Families
N Research

M

,L. . HEALTH

~,

..

A Alcoholism, Drug Abuse and Mental
Health-General
'B Alcoholism, Drug Abuse and ~ental
Health-Law Enforcement
-c Alcoholism, Drug Abuse and Mental
Health-Planning
0 Alcoholism, Drug Abuse and Mental
Health-Research
E Communicable Diseases
F Education and Training
G Facility Loans and Insurance
H Facility Planning and Construction
I General Health and Medical Services
J Health Research-General

HOUSING
K Property ~nd Mortgage Insurance
L Homebuying, Homeownership
M Home Improvements
N Cooperatives, Rental
0 Rural Housing
P Multifamily
N.

K Health Services Planning and
L

M
N
0
p

Q

R

s

T

u

Technical Assistance
Indian Health
Libraries, Infonnation and Educational
Services
Maternity, Infants, Children
Mental Health
Occupational Safety and Health
Physical F.itness
Prevention and Control
Progra111 Development
Specialized Health Research and
Training
Veterans Health

Q Experimental and Developmental
Projects
R Indian Housing
S Construction, Rehabilitation
. T Planning
U Land Acquisition
V Site Preparation for Housing

INCOME SECURITY AND SOCIAL SERVICES
A Disabled and Handicapped Services
F Information and Referral Services
G
Legal and Advocacy Services
8 Disabled Veteran
C Emergency and Crisis Assistance
H Nutrition
I Old Age Assistance
D Families and Child Welfare Services
J Prevention
E Indian Services
continued on next page

4
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N.

0.

P.

Q.

R.

S.

T.

INCOME SECURITY AND SOCIAL SERVICES (cont)
K Public Assistance
L Refugees,. Alien Services
M Research, Demonstration
N Social Security and Insurance
0 Specialized Family and Child Welfare
Services
INFORMATION AND STATISTICS
K Census Data
L General

~

P Specialized Services
Q Training Assistance
R Veterans Services
S Youth Services

M Libraries, Clearinghouses, Archives
N Library of Congress and Smithsonian
Services

LAW, JUSTICE AND LEGAL SERVICES
K Law Enforcement-Planning and Operations
L Law Enforcement-Research, Education,
Training
M Law Enforcement-Narcotics and Dangerous
Drugs
N Law Enforcement-Crime Analysis and Data
0 Legal Services-General Services
NATURAL RESOURCES
K Mineral Research
L Water Conservation and Research
M Community Water Supply Services
N Community Sewage Treatment Assistance
REGIONAL DEVELOPMENT
K Economic Development
L Planning and Technical Assistance
M Land Acquisition and Rehabilitation
and Facilities Construction
N Transportation
SCIENCE AND TECHNOLOGY
K Research, General
L Research, Specialized

P Legal Services-Employment Rights
Q Legal Services-Labor Management
Relations
R Legal Services-Housing Rights
S Legal Services-Claims Against Foreign
Governments

0

Wildlife Research and Preservation

P Land Conservation

Q Recreation

0 Energy
P Housing

Q Education
S Health and Nutrition
T Resource Development
M Infonnat1on and Technical Services

TRANSPORTATION
K Urban Mass Transit
L Highways, Public Roads and Bridges
M Rail

·: N Air

0 Water Navigation

tJ
For Information Contact:

Susan Lujan,
FAPRS Program Coordinator
California State Office of Economic Opportunity
555 Capitol Mall, Room 325
. Sacrament, CA 95814
(916) 322-2940
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APPENDIX D
COST AND BUDGET ESTIMATION DETAIL
The following represents a detailed breakdown of how costs
formulae were derived per budget category:
Key: WH = Work Hours per year= 2080 (i.e., 2080 hours per year)
HR= Hour Rate
X HR= Mean Hour Rate

PERSONNEL (PER)
YR= Yearly Rate
AS= Annual Salary
FB = Fringe Benefits
Ful 1 ... Time: :staff
(1) Project Director - (1st year) - (PD-1)
AS+ FB = YR= $21,242.00 + $4,248.40 = $25,490.40

26~~·

40 = $1~.26 per PD-1
HR= -YR = $ 25
WH
NOTE: The FB for a PD-1, PT-1, and PS-1 will consist of 20% of the
annual salary, which in every case is $4,248.40, $3,869.60, and $3,046.60.
Full-Time Staff
(1) Project Technician - (1st year) - (PT-1)
AS+ FB =YR= $19,348.00 + $3,869.60 = $23,217.60

'e

HR

YR
$23,217.60 = $11.16 per PT-1
= WH =
2080

Full-Time Staff
(1) Project Secretary - (1st year) - (PS-1)
AS+ FB =YR= $15,232 =$3,046.40 = $18,278.40
HR= YR
$18,278.40
WH =
2080

=

$8 79
PS-l
·
per

NOTE: Since each activity was performed by a full time Staff a means
rate was calculated per activity.
I

i ~

X

HR = l(PD-1) + l(PT-1) + l(PS-1)
3

=

$10.74 per MPH

ff

Formala: PER Cost per activity= X HR x MPH per activity
or
PER cost per activity= $10.74 x MPH per activity
NOTE: For the purposes of activity_cost estimation performed by fulltime staff, it was assumed that each activity would utilize an average
mixture of full-time staff available. Thus in activity G where 6
staff are involved the average mean rate will be used to calculate
their cost.
SUPPLIES (SUP)

e

li
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.

X HR =

Envelopes 500 box (1)
Message Book (1)
Post It Notes (3)
Pencils dozen box (3)
Stack Trays (12)
Catch all Organizer (3)
ACCO Data Binder (6)
File Folder 100 box (3)
Hanging File Folder (8)
Hanging Frames (8)
Tape Dispenser (1)
Avery Labels (5)
Carter Stamp Pad (1)
Stapler (2)
Ink Blotter (3)
Stamps (200)
Stationary (500)
Xerox (3,200)
Typewriter Ribbon (30)
Correction Ribbon (40)
File Bins (3)
Index Cards (600)
Index file box (6)
Newsprint Pads (4)
Miscellaneous

Total SUP
Total MPH

=

$

EACH
8.65
6.95
.59
1.44
7.98
4.98
4.00
11.10

$

TOTAL
8.65
6.95
1. 77
4.32
95.76
14.94
24.00
33.30
108. 00

13.50
13.80
4.05
.89
1.59
13.50
10 .95
.20
.13
.05
5.95
1.66
29.95
.04
3.65
7.00
28 .00

4.05
4.45
1.59
27.00
32.85
40.00
65.00
160,:00
178.50
66.40
89.85
24.00
21.90
28.00
28 .00

Cost SUP TOTAL

$1,149.68

110 .40

$1,149.68 __ $l 24
PMH
927
·
per

Formula: SUP cost per activity= X per SUP cost per MPH x MPH per activity
or
SUP cost per activity= $1.24 MPH per activity

1.60

*NOTE: For the purpose of activity cost estimation, it was assumed
that each activity would utilize an average portion of supplies
avai lab 1e. · Thus, mean SUP cost per MPH was computed by dividing the
total SUP cost by the total MPH in the project.

EQUIPMENT (EQU)
tlij

2.
3.
4.
5.
6.
7.

"

18

X HR

=

EACH
$700.00
220.00
189.00
112. 00
129.00
12.00
50.00

TOTAL
$700.00
440.00
567.00
336.90
258.00
36.00
50.00

Cost SUP TOTAL

$2,387.00

Typewriter (1)
File Cabinets 4 drawer (2)
Desk (3)
Steno Chairs (3)
Calculator
(2)
Trashcans
(3)
Miscellaneous

1.

Total EQU
Total MPH

Formula:

=

$2,387.00
927

=

$2.57 per MPH*

EQU cos~ per activity= X per EQU cost per MPH x MPH per activity
or
EQU cost per activity= $2.57 MPH per activity

*NOTE: For the purposes of activity cost estimation, it was assumed
that each activity would utilize an average portion of equipment
available. Thus, mean EQU cost per MPH was computed by dividing
the total EQU cost by the total MHY in the project.

COMMUNICATION (C)
1.
2.
3.

Telephone installation
Long distance calls (200)
Yearly rate for local calls
(54.00 per month X 54.00)

EACH
$13.3 .7J_·
6.00

TOTAL
$13,3 .71
1,200.00

54.00

270 .00

Cost C TOTAL
Total C

X HR=----

Total MPH

=

$1,603-7.1
927

--'---....;...a'-=

$1,603.71

$1.73 MPH per activity*

*NOTE: For the purpose of activity cost estimation, it was assumed that
each activity would utilize an average portion of the communication
available. Thus, mean hour rate of communication cost per activity was
computed by dividing tot~l communication cost per 5 months by the total
manpower hours.

Formula: C cost per activity= X per C cost per MPH x MPH per activity
or
C cost per activity= $1 .73 MPH per activity

INDIRECT COST (IC)
COST
1. Rent
$ 937.50
2. Tran.s portation ( 400 )
miles x $ .24 per mile
960.00
3. Miscellaneous
200.00
Cost IC TOTAL
Total IC
Total MPH

X HR=

=

$2,097.50

$2,097.50
927

= $2.26 MPH per activity*

Formula: IC cost per activity= X per IC cost per MPH x MPH per activity
or
IC cost per activity = $2.26 MPH per activity
*NOTE: For the purpose of activity cost estimation, it was assumed that
each activity would utilize an average portion of the indirect cost
available excluding communication. Thus, mean hour rate for indirect
cost per activity was computed by dividing Cost Total hy the total of
manpower hours .

•

. . . .-:.=---.. ..

Formula: C cost per activity= X per C cost per MPH x MPH per activity
or
C cost per activity= $1.73 MPH per activity

INDIRECT COST (IC)
COST
$ 937.50

1. Rent

2. Transportation (400)
miles x $ .24 per mile
3. Miscellaneous ·· •
Cost IC TOTAL

X HR=

Total IC
Total MPH

=

960.00
200.00
$2,097.50

$2,097.50
927

= $2.26 MPH per activity*

Formula: IC cost per activity= X per IC cost per MPH x MPH per activity
or
IC cost per activity= $2.26 MPH per activity
*NOTE: For the purpose of activity cost estimation, it was assumed that
each activity would utilize an average portion of the indirect cost
available excluding communication. Thus, mean hour rate for indirect
cost per activity was computed by di v iding Cost Total by the total of
manpower hours.

